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w § El. ance of Chippendale 


IN EXECUTIVE DESKS by “NEWCO” 


The beauty of American Walnut combined with elegance of designs and expert 


workmanship makes the “Newco” Chippendale line distinctly different. 


Executives who are seeking the finest at prices consistent with quality will do 
well to view our new line of desks for the modern office. We plan and install 
modern offices from coast to coast. Consult us regarding recent installations. 


We shall be pleased to send descriptive literature upon request. 


We also manufacture a complete line of high grade wood 
office accessories for executive type offices. Tables, book- 


cases, cabinets, waste baskets, etc. 


Vew England Whodworhking € 


512 East 137th Street New York 54, N. Y. 
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IBM EQUIPMENT | 


The Automatic Accounting Method 
FOR ALL. BUSINESSES 


IBM Electric Punched Card Accounting Ma- 
chines enable many business organizations to 
reduce their accounting tasks to a minimum. 


on Sales and Costs Records, as well as on 
Income Tax Figures, can also be supplied 
promptly and efficiently. 


These machines also lessen the possibility of 
error encountered in copying or transcribing 
statistical data, and save valuable time in com- 
piling pertinent facts. 


An IBM installation, either in your office or 
in an IBM Service Bureau, can handle prac- 
tically any type of business accounting prob- 
lem. These IBM Service Bureaus, equipped : 
with all necessary Electric Punched Card Ac- 
counting Machines and manned by skilled 
personnel, are conveniently located in prin- 
cipal cities. 


Through the use of IBM punched cards, busi- 
ness firms obtain detailed Inventory Reports, 
Cost Analyses, and Payroll Reports automati- 
cally, quickly and accurately. Information 


Intemational Business Machines Corporation, World Headquarters Building, 590 Madison Avenue, New York 22,N.Y. | 


HIFICE MANAGE 
Sepi Agi York, N. Y. Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered 
tnd Poo, 1946, at the P.O. N. Y., under the Act of March 3, 1879. Volume 8. No. 5: May, 1947. 

Ossessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 


ELECTRIC PUNCHED CARD ACCOUNTING MACHINES 
ELECTRIC TYPEWRITERS - ++ PROOF MACHINES... - 
TIME RECORDERS AND ELECTRIC TIME SYSTEMS 


4, N.Y. 


MENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Geyer 


Yor as second class matter ap 
Subscription $2.00 per year in United States 
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Parker Quink with Solv-x! 


Have you ever made a test to find the best ink 
for your office? 

Try it ... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 

is the only ink containing pen-protecting solv-x. 
- Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1944 by The Parker Pen Co. 


writing fluid that is ideal for every office use. 

*Quink won’t fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent, 5 wash- 
able. At all good dealers.and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. : 


FREE: 


Attractive, colorful booklet 


PARKER QU/NK 
Ula only ink conltining SOWK 


OFFICE MANAGEMENT AND EQUIPMENT 


that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- ; 
graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your } 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today: 


May, 1947 
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{area strong! Sturdy 6- Torque plate reinforce- 


sq 


en es. ee 


oa 


Also 2, 3 or 
5-Drawer Sizes 
We also manufacture a 
complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


° 8. ECONOMY 


‘post frame, rigid cross- mentunder each drawer 
racing, full-opening shelf. Rigid frame con- 
rawers. struction! 


beck t6day on 
with features the 
more edaomical, — 


quipment Files. They’re packed 
e lasting satisfaction, and they're 


Spension cradle guarantees smooth-action 
rever there are moving parts on an A-S-E file, 


» Free-floating 
: dra wera ¥ 
iz si al me hem frictionless. 


LL-STEEL EQUIPMENT FILES — 


fovement, positive side locking follower block is 
y adjustable every ¥% inch. Drawers pull out even with 
Me, giving 26'4-inch lineal filing space. 


‘a 


: y _ , e For information on these and other hidden A-S-E features, 
q , write today for complete information. There’s no obliga- 
] 4 tion, of course. 


Fae. 


broof fin- 
Petey +++PFOR BETTER FILES—BETTER SEE A-S-E... 


ALL-STEEL EQUIPMENT, INC. 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 


OFFICE MANAGEMENT AND EQUIPMENT 
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THE RED BALL LINE 


for Modern Efficiency 


THEY’RE NEW —STRONG — MODERN AND HAVE PERFECT LEVEL BALANCE 


With our new, modern engineering deviccs and precision made dies we have created 
and mastered a new method of adding triple strength to a sturdy all steel frame 


construction. 


Now we turn and roll away every rough edge into a perfect |/." smooth roll. By 
doing this not only are all edges completely snagproof, but have also combined and 
— es AND EYE APPEAL to these outstanding precision 
made tables. 


No. 1001 
LIST PRICE $10.90 


No. 1003 
TOP 17x28" — 27" High 
LIST PRICE $9.90 


5071 Broadway 


NOTE THESE 
FEATURES 


TOP: Heavy Gauge All 
Steel 


DROP LEAVES: New Style 
ve 


DROP LEAF ARM: 
Patented, with coil spring 
safety catch. 


CASTERS: Easy rolling, 
large bakelite. 


SIZE: Top 17 x 17". Height 
27". Top opened 17 x 
=~". 


FINISH: New Walnut, tan 
or gray hammerloid. baked 
enamel. 


SHIPPING: Packed one to 
a carton completely set 
up. 


PRICES: F. O. B. Factory 


THE ALL 
PURPOSE 
STANDS 


Built for eye appeal 
and rugged lasting 
service.  Snag-proof 
and clatterproof to 
give added worker 
comfort. Correct 
height assures efficient 
performance. Especi- 
ally designed for 
beauty, comfort and 
all around service. 
Precision built of finest 
materials. Adds smart- 
ness to any office. All 
stands shipped com- 
pletely set up. 


Manufactured and Distributed by 


DORAN MANUFACTURING COMPANY, INC. 


Phones Sun 7800-01 
OFFICE MANAGEMENT AND EQUIPMENT 


REAR VIEW No. 1002 
LIST PRICE $13.90 


The perfect raising and lowering device 
Simplicity—Practicability—Strength 


No. 1004 


TOP 17x17" — 27" High 


LIST PRICE $8.90 


Chicago 40, i. 


May, 1947 
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A 
DEPENDABLE’ PENS and PENCILS 


In theatrical jargon, you’d call the Strat-  Stratford’s dynamic national advertising 
ford Regency “good box office.” And that campaign is generating traffic for your 
it is! Stratford’s newest dependable per- _ store. That’s why it will pay you to be 
former has everything: streamlined beauty, “‘in the show,” with window and counter 
smooth-writing action, and lots of good, displays featuring Stratford Regency— 
sound value for your customer's dollar. the Dependable Pen. | 


STRATFORD PEN CORP., SALZ BUILDING, NEW YORK 1, N.Y. 
“STRATFORD” and “REGENCY”= Reg. U.S. Pat. Off. ...DESIGN PAT. 140026 
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outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 
Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
is required to open the drawer of a Browne- 
orse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. a the features below: 


The extension arms on Browne-Morse files carry a fully loaded drawer swiftly, silently 


and easily on six case-hardened steel balls strategically fitted into ‘the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 


Ce a ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
g& liding action raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


_ Just a slight movement 
of the handle up or 
down releases the 


slides permit the installation of 
inserts in all openings by any- 
one without the use of tools. 
Automatic locks may also be in- 
stalled in the field. 


Architects of Efficiency for America’s Office Write for the com- 


plete new bulletin 
on the Browne-Morse { 
Glider File. Learn "ha, 5 


mseccon BBrowne-MLorse wom Ses 


your filing operation. 


ee ee 


OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS. 
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Why not 
try this 
better 


colored 


Deon 


Take 


advantage 


of the 
FREE 
SAMPLE 
COUPON 
below. 


in any Sharpener EVERY TIME! 
BUSINESS MAN:...and I always thought colored 


pencils had to have crumbly leads! 
= ERNEST EAGLE: Not Eagle VERITHIN! Its lead is 


flexible . .. interwoven with thousands of tiny resilient 
fibres that make it strong under stress. And you can make 
over 4,000 check marks from one point before it 


| 
| 
l 
| 
l 
l 
| 
l 
l 
| 
| pencil? 
l 
| 
l 
l 
| 
l 
l 
l 
l 
l 
| 
| 
| 


needs resharpening! 
vtiein| BM: 4,000 check marks? What a point! | a nereeeereeniemeemi 
—_re ERNEST: That’s not all! VERITHIN leads are also | Li 
Possibility insoluble. . . their waterproof marks won’t stain your PLEASE SEND ME THE 
hands or smear your work! And they protect your | COLORS CHECKED 1 
records against accidental wetting. 
B. M.: You’ve sold me—but how about the reader of | For General Use: | 
this ad? lo ¢745 Carmine Red 
ERNEST: We'd be glad to show you, too, dear ; i 
reader! Just write on your letterhead, naming = 2 Cl! $741 Indigo Blue 1; 
this magazine, your dealer and the color you 1 oo ; 1] 
want. We'll send youa VERITHIN free, to VIVID gh wane aaa a i 
test in your own hand! COLORS | For Blue Print Marking: i 
" 0 #735 Canary Yellow i} 
Ss. , 4 | © #750 Vermilion 
r gg PP PEET ETT PITS TT TTT 
i i * I kc cnveeccesectess | 
2 ld | F | | tf] y I Address .....2.ssseseseeees 
3 e | 
\ 10 4 GP ecsinecdscdennecncdass 
co LO be ED PENI, LZ S eet a Peer reer ere reer eee 
seelessin | 
EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N.Y. quantities | 
*Reg. U.S. Pat. Of. Eagle Pencil Company of Canada, Ltd., Toronto Tee es 
May, 1947 
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% Bee 
Years of Service. 


JUNIOR 


FILING 
SYSTEMS 


SINGLE OR IN 
COMBINATIONS 


GREY LUSTRE FINISH 


CASH BOXES 
- OFFICE BOXES — 


| with _Moldmaster 
PLASTIC TRAYS 
Grey Lustre Finish 


Expanding DESK 
DRAWER TRAY 
with Moldmaster 
PLASTIC TRAYS 


| TIDY Desk’master | 


5 Compartments 


BALL BEARING LETTERS CARDS (4x 6) 
| ROLLERS DOCUMENTS HANG FILES 
16 in Deep LEGAL PAPERS CATALOGS 
BUILDS UP LOCKERS Miscellaneous 
Futuna ASCO SIMPLIFIED — 
BUILD-UP FEATURE . - 
CARD CABINET ~ GE 
SYSTEMS le] Bo] fee 
- for every cd Be 
Card Size 
No. F 30 No, F 14 No. F 10 


—_— 


"4 
gin 
»\ =280 


| i || | 


No. 1831 EXPANDED 


} \e\ YA 


TL 


* TIDY Desk’ 


ART STEEL SALES CORPORATION + 300 FAST 145th STREET » NEW YORK 51, “7 
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TO MAKE A GOOD 
IMPRESSION 


Old Town 


RIBBONS ¢ CARBONS 
DUPLICATING SUPPLIES 


© CARBON PAPERS 

© MASTER UNITS 

© INKED RIBBONS 

© CARBON RIBBONS 

© DUPLICATING SUPPLIES 
© CARBON ROLLS 

© DUPLICATING INK 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, WN. 
Sales and Service Everywhere 
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BEERCCO FASTENERS «600. . in Folders 
' , . «+ in Binders 
eee independen#i ; 


‘2 an 
“Ss 


ACCO FAS TENERS are basic to complete satisfaction in filing and 


binding service in the office. Since ACCO developed this type of fastener many years 
ago, ACCO Fasteners have become the universally known and accepted standard binding 
unit for all important records in business. 


ACCO Fastener efficiency, once you've experi- ACCOBIND Folders and ACCOPRESS Binders 


enced it, will make your whole office strong are excellent running mates with ACCO Fasten- 


for ACCO quality, 
simplicity, econ- 
omy. There is an 
ACCO Fastener 
for every binding 
need. 


ers for a complete 
efficiency system in 
filing. Check with 
your stationer and 
let him show you 
the full range of 


“ACCO-Bound Papers are Safe Papers" «= *CCO companion 


products. 


4 
_S iff da i 


7 i/ A 
— 


ACCO FASTENER 


ACCO PRODUCTS Ine. 


39th AVENUE and 24th STREET 
LONG ISLAND CITY I, N.Y. 


In Canada : Acco Canadian Co. Limited, Toronto 


PAPER FASTENERS + BINDERS + FOLDERS + PUNCHES + CLAMPS ~- PAPER CLIPS 
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RED FEATHER 


STENCILS PASS THE TEST! 


Red Feather has developed scientific 
production control into a single, 
continuous test that begins when raw 
materials are brought into the plant 
and does not end until each stencil is 
packaged. Skilled workers, a modern 
plant, specially designed machinery 
hold conditions of manufacture con- 
stant. Stencil quality is controlled by 
five rigid checks at five important steps 
in manufacture—Raw Materials, Coat- 


° 
‘are 
“vrre o¢ 


©, 
re . 

ee” Meee 
2 we, 


FACTOSCOPE LIGHT TABLE - INKS - CORRECTION FLUID - HAND CLEANER 
TYPE AND PLATEN CLEANES 


REQ@EATHER 


PR@D UCTS LTD. 
REDWOOD CITY, CALIF. 
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ing, Mounting, Top Printing and Assembly. 
That is why every Red Feather stencil 
has passed the toughest test ever 
developed to insure stencil quality. 
You can be sure that each Red Feather 
stencil you use will be uniformly high 
in quality—for longer runs, cleaner, 
clearer impressions, and easier stencil 
preparation. 

Order Red Feather quality controlled 
stencils from your dealer today! 
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. .. 1s the only pen that offers you, 
| complete range of point styles fn 
every writing need ? 4 


; 


. has points that are instantly Te 


newable any time... by you? =~ 
... 1s preferred by most people when 


they buy a pen for their own use? 


... 1s so economical that your whole 
p I) \ force can be supplied for a modes 
outlay ? 


the uame 0 


Esterbrook | 


RENEW-POINT FOUNTAIN PEN 


NUMBERED 
POINT 
STYLES 


TO SELECT OR \ 
RENEW HERE'S 
ALL YOU DO / 


NO REPAIR DELAY... 
JUST UNSCREW IT... 
THEN “RENEW” IT 


THE ESTERBROOK PEN COMPANY, Cooper Street, Camden, N. J. 
IN CANADA: THE BROWN BROTHERS, LTD., TORONTO 
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YAWMAN AND ERBE MFG. CO., 1045 
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The “Y and E”’ Executive Suite is a 4 
balanced group of modernly de- 
signed office furniture—finished in 
Warm Neutra-Tone Gray for color 
harmony and objectively modeled 


for the prestige, comfort and ef- 
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SR i nwt 


hs 
Wee 


se 


seas ee 


ficiency of top management. 

The modern Executive Steel Book- 
case is one of the matching pieces 
of the above group. 


Send for 4-color brochure. ‘‘Color—Design—Function.” ° 


The Franchise That Means Quality Me 
May, 1947 OFFICE MANAGEMENT. AND EQUIPMENT 15 5 
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Better copies—faster and cheaper—are yours when your operators use 
Autocopy-Beck duplicating machines and supplies. Autocopy-Beck products 
have long been first choice of many of the nations largest companies. 


“Ironclad” Duplicator—Equipped with a 
Speedograph copying roll, 15 ft. long. 
Simple to operate. Masterguide assures 
perfect accuracy. Especially adapted for 
use where copies of large forms are needed 
in small quantities. Available in a wide 
variety of sizes. 


An all purpose duplicating machine that 
eliminates the need for skill and care in 
feeding copies! Model shown is the ONLY 
flat-bed duplicator with automatic paper 
feed. It is available in a wide variety of 
sizes. 


AUTOCOPY Gelatin Rolls consistently 
produce clean, bright and perfect copies 
because they are scientifically compounded 
to insure longest efficient use under varying 
climatic conditions. They are available for 
all makes of duplicators. 


Presto Duplicator — Ideal for schools, 
restaurants and smaller businesses. Copies 
anything handwritten, drawn or typewritten 
in single or multiple colors. Comes equip- 
ped with paper feeder, stripper, margin bar, 
7 ft. gelatin film, sponge and rubberized 
cover. Has 8%" x 14" copying surface. 


AUTOCOPY Cleansing Cream removes in 
30 seconds mimeograph and other ink stains 
acquired on hands in hours of work! Leaves 
skin soft and smooth and does not mar nail 
polish. 


462 WW. SUPERIORST. —*'18 W. 18TH ST. 
NEW YORK CITY. 
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FEATURES 
STENOGRAPHERS’ 
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a ONE are the days when ordinary chairs will satisfy either 
2 6 management or office people. So many improvements have 
g been made for posture comfort, ease, relief from fatigue and health 
5 protection that nothing but the best will satisfy. 


an 


NOW! Sturgis is 3 steps ahead with 
3 new features for betterment with instant 
appeal — for greater posture comfort. 


g HERE THEY ARE: 


F @ NEW deeper FULL-CUSHIONED SEAT 


E> Soft! Resilient! “Nukraft;’ topped 7m 
E&- with foam rubber. The cushion i 
f.> that gives luxurious comfort in 
F< aircraft seating, and the long 
wearing quality of truck seats 


= that take so much abuse. Full 3” padding. Three layers of 
2 “Nukraft’’ plus Foom Rubber 


BI oe <3 
¢ 8 hd i ear I 


Sturgis ; 
SMILE-MASTER ; 
No. 624 FF ’ 


a ‘ 

AWUGUS 
ee POSTWRE : 

— ll! — porn CHAARS 


: With a flip of the fingers the chair can be adjusted in a 


Dor 


“2 jiffy for just the position desired by the user—and it stays For 
a there. No tools needed. all-day-long 
: comfort 


) NEW Form-Fitting BACKREST 


Fits the natural 
curve of the back. 


YOUR CHOICE OF BACKREST SUPPORTS 


“ 


_ The FIRM-FLEX The FIRM 


| Fiem-yet flexible. Latest improved design | 
| The comfort of and construction of a 
| softness with firm _ Sturgis support long — 
support preferred by users. 


Ample size. 2/2” 
thick. "Nukraft” 
and foam rubber. | 


See Your Sturgis Dealer 
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Since 1870, when William Feldmann started the binding of private book collections in a 
one-room loft, the history of Feldco has been characterized by its pioneering spirit. 


This spirit resulted in FELDCO pioneering and perfecting the first spring-locking post 
binder . .. introducing zippered ring binders ... using Vinyl-Tex in the binder field... 
and the latest advancement, which in one fell-swoop imparted to the lowly canvas 
binder datagiched beauty, durability and salability ... the new leatherette backing. 

Today we are pioneering a new era... the streamlined post-war era during which 


the public will expect new, modern versions in every field of endeavor. In order to 
face this new era and assure our customers of the quality and leadership they expect 


from Feldco, we have built our new plant and equipped it with every modern facility 
available. Watch FELDCO for the line which will give you more looseleaf products. 


FELDCO Loose Leaf CORP. ites 


406 SO. MAIN er. Los ANGELES - PHONE MICHIGAN ‘2646 
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@ Please enter the following subscription for the 
period checked below and bill with next issue. 


Postal Zone #...............State...........--...0000 


Signed by...... 
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NEW YORK 1. 


Specializes tn Reproducing 2/2x) (x)? in. COPIES 


“THE IDEAL DUPLICATOR FOR RESTAURANTS, Ret vnninennibenagel 
DRUG STORES, HOTELS, CLUBS AND MANY a | be 
A OTHER BUSINESS AND SOCIAL ORGANIZATIONS 


260 FIFTH AVENUE 


COUNTER ATTACHED, 86.50 


+ Ready Now! Here’s the answer to the widespread dealer-consumer ies oe See 

_ demand for an efficient, simply operated duplicator! Its versatility « 

» ‘sunmatched in the duplicating field. Countless thousands of users | IDEAL FOR REPRODUCING— 
: of small size forms will buy the Junior for its odaptability to their — 


Bs v MENUS ¥ POST CARDS 
H specialized needs of reproducing 24% x5 to 6x9% inch forms. And ; 
_ becouse of its great savings in reducing the cost of reproducing . sae vines 4 
aot ew forms major business establishments will buy. it inaddi- ¥ ALL SIZE INDEX CARDS é 


¥ ALL SIZE GOVERNMENT 


Prices Stightly Higher West Of The Rockies FRANKING CARDS 
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161 —E. GRAND AVE. CHICAGO II 


ihe Cubs $29-50° Write for beautiful Full-color illustrated catalog a Speed -O-Seoye he 
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Prices slightly higher West of Rockies 
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GENERAL PENCIL COMPANY 


67-73 FLEET STREET: - “JERSEY CITY 6, N. J. 
Coo OF FINE PENCIES SINCE 18 @e 
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It’s long-wearing ... beautiful 
comfortable, too! 


This new Wear-Ever Aluminum Chair “keeps up” 
without upkeep. It’s strong! We loaded the chair 
with a 200 Ib. weight, then rocked it mechanically 
100,000 times — dropped it 414" in each “rock.” 
‘Tt remained tight and unchanged dimensionally! 
Made of high yield strength, extruded aluminum 
alloy, this chair levels itself on uneven floors. 

There are years and years of wear-ability in 
this chair. The silvery Alumilite finish won't 
corrode, chip, crack, peel or show finger marks. 
Extremes in temperature and humidity do not 
affect it. No splinters to snag nylons. The tough, 
washable upholstery fabric will not fade. 

Graceful, smart-looking, this Wear-Ever Alu- 
minum Chair adds charm to any surroundings. 
Has black plastic finials and non-marring leg 
glides. Six rich upholstery colors: Red, Green, 
Blue, Ivory, Dark Green and Dark Brown. 


Try this beautiful new chair. You will find the 
posture-perfect design and large formed seat and 
back always restful. Ask your supply house to 
show you this economical new Wear-Ever Alumi- 
num Chair, or mail the coupon to The Aluminum 
Cooking Utensil Company 2395 W ear-Ever Build- 
ing, New Kensington, Pa. 
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l We would like to see the new Wear-Ever Aluminum Chair: 
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Also price on (quantity). ... 
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16” Deep, 24” Wide, 40” High 


: EXTRA-DEPTH 
Sixteen inches deep, the Combinette neatly holds over-sized books . . . it doubles in 
utility!’ (12 inch record albums fit in easily . .. UPRIGHT! and the extra-large top 
is sized to hold a combination radio-phonograph. ) 


SECTIONAL e¢ 
Designed to fit flush, the COMBINETTE triples in versatility. The doors come as 
ordered . . . either opening Right or Left. Adding another COMBINETTE quickly 
solves space problems. 


BEAUTY and STRENGTH e 
Double-lined lovely brass-grill and 
strong glass covered doors make for $49.95 each List 
beauty plus protection. Sturdily con- —teems_2%—10-days, net 30 
structed in a rich Walnut or Ma- days. F.0.B. our Grand Rep- 
hogany veneer hand-rubbed and iss, Factory. Specify. finish 
waxed to a satiny lustre. Right hand doors wanted. 


GRACEFUL MAHOGANY VENEER DOUBLE-DOOR BOOKCASE No. 546 


Durably constructed for lasting utility of fine selected Mahogany 
veneer . . . hand-rubbed and wax polished to a satin lustre. The 
heavy frame doors and strong clear glass combine to make this 
bookcase extra-strong with a maximum of protection. An ideal 
combination of beauty, strength and service. 36 inches wide and 
44 inches high. 


$74.95 each List Terms: Net 10 days. F.O.B. our Louisville Factory. 


FOR ADDITIONAL INFORMATION, WRITE 


HURON: 


. ue te 4 af 566 Lake Shore Drive + Chica 


SHOWROOMS: American Furniture Mart, Chicago; Western Furniture Mart, San Francisco; Furniture Mfrs. Bidg., Jamestown, N. Y. 


May, 1947 
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A the Panama Canal saves 


shipping mileage, so does 
this princely line save 

dollars ... and time... and 
tempers! Traditional 
preference of those canny 
typists and purchasers 

who measure economy by 
RESULTS... 

rendering the utmost in 
“Quality that Wears’’ 


eorre 


PANAMA-BEAVER 


MANIFOLD SUPPLIES CO, 188 3rd¢Ave, Brooklyn 17, N.Y. 
CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 
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...and Hundreds of Requests for Permission to Reprint! 


The hundreds of letters from large business organizations 
asking for reprints—and for permission to reprint articles— 
from 5 


OFFICE MANAGEMENT and! Euipment 


are confirmation of the specialized editorial concept of this 
magazine—material selected and written with just one 
purpose; to be of the utmost interest and help to the office _ 
management executives of large business and public service 
organizations. 
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- Advertisers Profit Too—When A Magazine Really Serves! 


The effectiveness of the advertising pages of any magazine are in direct proportion to the 
efficiency and integrity of its editorial policy—the acceptance and use of that magazine 
as an authority in its field. 


OFFICE MANAGEMENT & EQUIPMENT is rendering a real service to that big group of men 
responsible for office management and purchasing—the kind of an editorial and circula- 
tion job that is making its advertising columns progressively productive for advertisers 
of office equipment and supplies. 


OFFIGE MANAGEMENT cat Seucement 


A GEYER Publication 
260 FIFTH AVENUE NEW YORK 1, N. Y. 
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YOUR NEEDS 
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—each has its own filing and record problems. 
To meet each particular demand, 


Security now offers: 

Desk high and counter high cabinets in o | 
letter and legal sizes; standard height ge tyr 

files for an increasing number of records, | | © BUILD ON 
and a quality line of | * 
indexing and filing supplies. 
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Friendly 
YELLOW BOX 


Millions of office workers all over the 
country associate the familiar YELLOW 
BOX with fine stationery items . . . clips, 
fasteners, thumb tacks, pins, staples . 
every item of uniformly high quality and 
full generous count. 


Chances are that the broad YELLOW 
BOX line is at your favorite store... 
one source . . . one order . * . one 
invoice saves handling costs when you 
use the YELLOW BOX line. 


OAKVILLE COMPANY 


Division Scovill Manufacturing Company 
WATERBURY 86, CONNECTICUT 


NEW YORK BOSTON CHICAGO SAN FRANCISCO 
in CANADA: Brown Bros., LTD., TORONTO 2 
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We have’ 


HARD TO FIND PLASTIC | 
DRAWING =« RULING DEVICES | 


Improved with thic 
, plastic, true edges, - “— or- 


on working surfaces eliminate 
: ) om 


Plus a complete line of other 
quality drawing, ruling and 
computing devices. 


SEND FOR NEW CATALOG 


RULERS + TRIANGLES + MAVIGATIONAL INSTRUMENTS + STENCILS * PROTRACTORS + OTHER DEVICES 


CTW Bee Baya 


Rave OR CONN. 


May, 1947 
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ARE GOOD RUBBER BANDS 


From a No. 6 to a No. 107, Justrite Rubber Bands have the same 
fine qualities — more stretch, more strength, longer life, and 
fidelity to size. 


If you have not already tested this truly superior band, WRITE 
FOR SAMPLES. Put them to any test. Find out for yourself WHY 
they are better. 


Justrite Rubber Bands are GOOD rubber bands. 


May, 1947 
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ant Pending 


A PUNCH No. 300—Most versatile and practical adjust- 
: able punch ever made. Punches 1/4” holes in-any loose 
leaf sheets to fit standard binders, sizes 51/2" x3” 

fo 12” x91/," inclusive. Also punches two 1/4” holes 

“in the following centers: 234°; 44"; 7"; 8Y,". 
Punches up to ten sheets of 16 Ib. bond stock. Ad- 
justable slides equipped with ball-bearings for easy 
shifting. Finished in Dawn Gray—gauges, heads and 
lever are nickel plated................ LIST PRICE: $10.00 


hole punch plus advantages of the Centamatic 
feature . . . Punches two 1/4” holes—2%” center 
to center. Actually (by test) punches cleanly through 
30. sheets of 16 Ib. bond stock. Finished in Dawn 
Gray with nickel plated gauges......LIST PRICE: $3.95 


nh PUNCH No. 200—Smooth-working perfection in a 2- 


PUNCHES 


These Centamatic Punches are making stationery history! . . . They 
work almost automatically, no fussing, no calculating, no paper-folding 
_. . The Centomatic feature operates simply, speedily and accurately. 
The paper may be placed in any position between the sliding arms o 
the Centamatic guides. By adjusting the guides so that the ends touch 
the sides of the paper the sheets are automatically centered. . . . These 
punches are beautifully finished and precision-constructed of heavy 
gauge steel for enduring service. . . . Individually boxed. 


Available Through Your Dealer 


CENTAMATIC PUNCHES ARE MANUFACTURED BY 


MUTUAL STATIONERS SUPPLY CORP 


Wholesale Stationers to the Trade only 
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This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


*e YOUR 
PERSONAL 
FILE 


yout like the advantages of having this 
concealed safe unit in your office. 

It's handy for the personal papers, receipts, 

documents and other valuables you want to 

keep in private. 

Call your Invincible dealer today and ask 

him for details, or, stop at his store and see 


this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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DONT GAMBLE/ 


You'll find no pitfall in the practical, down-to-earth 
way in which the M & V ANALYST helps you get: 
i—Better Letters; 2—Clearer Copies; 3—Lower 
Costs. 


The M & V ANALYST is especially trained to cut 
down your typing expenses by carefully examining 
your carbon paper, ribbons and typewriter work. 


He will make definite recommendations giving you 


sound reasons that will help eliminate ugly carbon 
smudges and make blurred characters vanish. 


Your letters will "stand out" sharp and clear ° 
through their neat appearance and well defined 
characters. He will suggest the "right" ribbon 
and the "right" carbon paper for each basic need. 


Why not write for the name of your local M & V 
ANALYST. There is no obligation on your part. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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A Medal for the Old-Timer! 


% IN CINCINNATI later this month, when the National 
Office Management Association gets around to distributing its 
praise and awards to those who are outstanding in the job 
of keeping office work moving efficiently, who will come for- 
ward to pin a medal on a representative of that small but 
highly important group—the old-time employees in every office 
who can always be relied upon to get things done? 

Where would the office be without the old-timers? Minus 
their experience, their knowledge, their regularity, and their 
loyalty, office affairs would really be in a sorry state! They are 
always the nucleus of accomplishment—assiduous, dependable, 
painstaking, with skill ripened through the years in the appli- 
cation of knowledge to the task at hand. 

Everyone takes them for granted. Because he does not have 
to worry about them, the boss has that much more time to 
think of the comfort, the welfare, and the training of the 
Johnny- and Jenny-Come-latelys, who pause briefly on his 
premises in their butterfly zigzag from job to job. 

Truly and eloquently says one of the despairing supervisors 
quoted in our leading article this month: 

“If it weren’t for the old-time employee, trained in the 
gospel of service, who does his work regardless of whether it 
is ‘enriching’ or ‘interesting’, business wouldn’t be able to 
function at all.” 
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N office worker sits in a chair 

nearly 2,000 hours a year. It 

is — business and good sense to 

make sure that the chair is comfort- 

able, thereby reducing fatigue and 
increasing efficiency. 


Five adjustments on Goodform 
Aluminum Chair No. 2123 permit 
it to be fitted to each individual, 
and thus provide good seated pos- 
ture and practical working comfort. 
It is specifically designed for use by 
secretaries, stenographers, typists 
and machine operators. 


Goodform Aluminum Chairs have 


GOODFORM ALUMINUM CHAIRS « METAL DESKS » METAL FILING CABINETS « STEEL SHELVING « STEEA STORAGE CABINETS 
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welded joints. They will not split, 
splinter, or develop rough edges to 
tear hosiery and clothing. Foam 
rubber cushioning over a shaped 
seat and back bring a new sense of 
seated comfort. The sparkling anod- 
ic finish of natural aluminum retains 
its new appearance throughout the 
years. There is no paint to scratch, 
mar or chip. 


No. 2123 is the finest stenographic 
chair on the market. It will last a 
business lifetime. Invest in good 
office seating—buy Goodform for 
greater efficiency. 


OFFICE MANAGEMENT AND EQUIPMENT 


Greater Efficiency 


Chair shown is Goodform No. 2123 


GOODFORM 
Adjustable 


ALUMINUM CHAIRS 
=e 


AA product of THE GENERAL 
FIREPROOFING COMPANY 


423 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 
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Ewing Galloway, N. Y. 
. . . two jumps ahead of a nervous breakdown. 


% THE NEXT TIME you have to sit on your “GIVE U S 

hands to keep them off the fair throat of your 

new secretary after she places before you a 

folder of errorful letters her little fingers have BETTER 

just typed out for you, you can calm yourself with 

thethought that your frequent yearning for homi- vr 

cide or at least assault and battery, with poor GRADU ATES! 

office work as the motive, seems to be shared by 

many people these days. . 

The Transcription Supervisors Association, an Su pe rviso rs Cry 

organization of women supervisors of steno- 

graphic and typing departments in the New York 

metropolitan area, often referred to as the office The questionnaire which probed supervisors’ opinion on 

capital of the world, sent a questionnaire recently new office workers’ ability. 

to stenographic supervisors of big industrial, 

financial, and manufacturing companies in that 

area, carrying a number of pointed questions 

designed to probe pretty deeply into the qualifica- 

~~ tions of today’s high school graduates for effective 

work in the office. With relatively few exceptions, 

A the supervisors responding went on record as 
thinking very poorly of the end product of mod- 

ern public education in the matter of equipping 

| boys and girls to earn their living in the office. 

AIRS “Give us better graduates!”, the supervisors 

} cry. One supervisor summed it up thus: 

“The necessity of training workers in the sim- 

plest principles of grammar, spelling, punctua- 

ERAL | tion, and so forth, before they can be trained as 

(PANY workers, is placing a crucifying burden on the 

people in business who are responsible for seeing 

that their company is fittingly represented in its 

contacts with the public. There is hardly a super- 

Visor, office manager, or personnel manager in 


stile ew York City who is more than two jumps ahead 
ABI of a nervous breakdown, trying to hold his organ- 
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Has school conditioned her to work badly? 


ization together and keep it functioning with 
reasonable standards because of this condition.” 

Many of the supervisors attribute the wide- 
spread educational deficiency observable in the 
new generation of office workers to a teaching 
philosophy which puts the emphasis on such 
things as “original thinking,” “self-expression,” 
and “activity programs,” at the expense of the 
fundamentals. Many feel that the multiplicity of 
activities in the school designed to enrich the 
student’s personality leave him no time for study 
and expose him to so many stimuli that his 
memory patterns are broken up, rendering him 
incapable of remembering what he is taught. 

Today’s high school graduates, the results of 
the TSA survey would indicate, are more often 
than not deficient in knowledge of spelling, gram- 
mar, and punctuation, in the ability to read 
quickly and intelligently, and in language sense in 
general. 

One aroused supervisor in answering the ques- 
tionnaire quoted these phrases from an article 
by George H. Henry, “Can Your Child Really 
Read ?’, in “Harper’s Magazine” : 

“A third of the high school population cannot 
read on a fifth-grade level .. .” and “of the six 
and two-thirds millions on the high school rolls 
in 1940, easily two and one-half millions belong 
to this group.” 

From other supervisors came these comments: 

“We are in the position of having to reject nine 
out of ten applicants for jobs as stenographers 
because they cannot spell nor read. About 50% 
of those hired are later found lacking in gram- 
mar, punctuation, and language sense.” 

*‘We have had seven trainees, just graduated 
from high school, and only one of them could 


qualify as not needing attention in any of the 
above.” 


“More rewrites from incorrect spelling than 
any other fault.” 
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“The transcribers’ inability to follow the dic, 
tor’s line of thought is one of the greatest 4; 
culties I have experienced. Whether this js due 
to lack of ability to concentrate or to lack y 
interest is hard to determine.” 


“Present high school graduates do not rey 
good literature and therefore do not recogniy, 
good English when heard or seen, much legs knoy 
how to write it.” 


“Vocabulary very poor. 
sentence structure. 
gruous statement.” 


Have little idea ¢ 
Fail to recognize an incop. 


“T find the girls will write sentences and 
absolutely ignorant of the sense of them.” 


“What is going to happen to the English lap. 
guage when the present dictators, who have bee, 
grounded in the finer points of speech, grammar, 
punctuation, etc., begin to die off?’, anothe 
supervisor asked. “The youngsters coming w 
the line now, upon whom business will one day 
depend for its written communications with the 
public, both dictators and stenographers, are » 
lacking in word sense, vocabulary, and knowledge 
of the rules of grammar, spelling, etc., that they 
cannot even grasp instructions given them on the 
subject. 


“If you say to them, ‘You need a comma here 
to separate your dependent from your independ. 
ent clause,’ they look at you as though you ar 
talking a foreign language. And if you usea 
word such as ‘participle’ or refer to the ‘perfect 
tense’, or say anything like, ‘This phrase is restric- 
tive; it should not be set off by commas,’ you 
might as well be the Man from Mars. 


“Most high school graduates today don’t even 
know what constitutes a complete sentence. If 
the dictator does not dictate a period, the stenog- 
rapher or transcribing machine operator goes 
right on typing, without a mark of punctuation, 
until she comes to ‘Very truly yours,’—except for 
commas sprinkled here and there whenever the 
dictator pauses for breath or gropes for the next 
word!” 


It isn’t just in grounding in English that the 
supervisors find today’s graduates deficient. There 
is a change in the attitude toward jobs which is 
a source of constant trouble. 


The supervisors’ group attributes this to the 
school’s emphasis on personality enrichment and 
the activity programs which endeavor to make 
learning more interesting. Said one spokesman 
for the group: 


“It is difficult to integrate young people into 
any kind of orderly, systematic operation today. 
Their constant quest for ‘interesting’ jobs keeps 
them on the move from company to company. 
Business is operating under severe handicaps 
cause of the high turnover of routine workers 
today. If it weren’t for the old-time employee, 
trained in the gospel of service, who does 
work regardless of whether it is ‘enriching 
interesting,’ business woudn’t be able to function 
at all.” 
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Scene in the secretarial pool at Squibb's headquarters office, New York 


x EMPHASIS placed on recognition, incentives, 
helpful working conditions, and advancement has 
been instrumental in building a highly efficient 
seretarial pool at the headquarters office of E. R. 
Squibb & Sons, 745 Fifth Avenue, New York. 

One of the chief advantages of the pool, main- 
tained for about eight years and supplanting a 
former small group, is the economy effected 
through its functioning. Its twenty-five members 
handle the dictation of all department heads who 
do not keep a private secretary fully occupied 
and the overflow from offices where secretaries 
are employed, in addition to general typing, sten- 
ciling, and other related duties. Servicing depart- 
ment heads efficiently, the group eliminates one 
of the costliest sources of waste in the average 
office, the employment of private secretaries who 
must necessarily remain idle during many work- 
ing hours. 

As vacancies develop for private secretaries to 
headquarters department heads, replacements are 
made as far as possible from the group, a practice 
stimulating ambition and encouraging perma- 
nence. Only when special conditions require an 
exceptional type of skill is it necessary to go out- 
side the organization for a private secretary, as 
ina recent instance when a secretary familiar 
with a special phase of medicine was needed. 
Then the management necessarily turned to spe- 
tial employment agencies, securing a girl who had 
taken dictation on ease histories. 

Replacing private secretaries during vacation 
or absences, pool members must have equal quali- 
fications. They must be able to take dictation 


EFFICIENT 
SECRETARIAL 
POOL 


From an interview with C. P. Herrschaft, Manager, Sales 
Administrative Department, E. R. Squibb & Sons 


by Grace Buckley 
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from any headquarters department head, with the 
exception of the strictly medical group. This is 
essential, as headquarters department heads 
phoning the secretarial department head for as- 
sistance conform to office practice by refraining 
from specifying an individual. This impartiality 
assures diversified experience for the entire 
group. 

The only exception to impersonal selection re- 
lates to overflow dictation for headquarters phy- 
sicians whose calls are filled by certain girls fa- 
miliar with medical terminology. All the doctors 
dealing with volume inquiries of a medical nature 
from other physicians or field men have one or 
more private secretaries. Consequently the pool 
handles only overflow work from these offices, 
which, however, is considerable. 


Training 

All members of the pool lacking this special 
skill on employment have opportunity to acquire 
it. Their department head, former secretary to 
a vice-president and with the firm for many years, 
has a thorough knowledge of the medical back- 
ground that guides her in suggesting books, in- 
cluding medical dictionaries, for study. As they 
become familiar with medical terms, the girls 
are assigned to department heads who have some 
technical dictation within the employee’s range, 
and these assignments are broadened as skill 
develops. 

A weekly evening class, which the department 
head conducts, allows beginners or other em- 
ployees whose speed is below pool requirements 
to obtain needed practice. 

Selection of applicants with essential qualifica- 
tions is insured through a test for speed and accu- 
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At Squibb's, careful 
provision is made 
for regular rest 
periods 


racy given by the department head before they are 
accepted. She dictates a letter not highly technica! 
but somewhat involved in form so that it consti. 
tutes a real test of ability. In weighing the results 
of this test, transient factors affecting the appli- 
cant are considered. The department head, for in. 
stance, observes the applicant to note if she is 
nervous as the test is given, and this factor is 
taken into consideration. 

All office employees are hired for a thre 
months’ probationary period. If they complete 
this satisfactorily, they are put on the permanent 
payroll. 


Job evaluation 


The job evaluation system that has been in 
successful operation in this office for several years 
affords all members of the personnel the oppor- 
tunity to gain a higher classification and thereby 
increased earnings. 

A stenographer who is a beginner may, for ex- 
ample, rate a C classification. Acquiring greater 
speed in the weekly evening classes or assuming 
greater responsibility, she will be eligible for re 
classification with the recommendation of her de- 
partment head, who must advance reasons for the 
request, and with the approval of the industrial 
relations department. 

In the pool, as in the entire headquarters orgal- 
ization (which has a personnel of approximately 
250, broken down into small departments), the 
management finds informal personal contacts most 
helpful in assuring progress and well-being. 

Among provisions for working comfort and 
efficiency are regular ten-minute rest periods at 


(Turn to page 85) 
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Announcing 


An Informational Series 
On Currently Available 
Office Machines and Equipment 


areful 
made 
saad NE OF the most pressing needs of office management executives 
() everywhere is up-to-the-minute information on what is available 
for purchase now in the way of office machines and equipment. 
% Since 1941 American offices have been in greater or lesser degree 
_— “making things do” because of curtailment or interruption in the design 
- technica and production of the tools: and accessories of office work. Now that the 
: ne manufacture of these essentials is once more approaching normal, the time 
he rents is at hand at last for putting the office in prime condition to meet the 
the appl exacting demands of the present and the future. — 
ad, for in- % What are the new things manufacturers have brought out to aid in 
if she is the efficient performance of office work? Just what is ready now for pur- 
factor is chase or delivery? 
To Kimball Darby, research editor of OFFICE MANAGEMENT & EQUIP- 
a thre MENT, has been assigned the task of preparing from information gathered 
complete directly from the manufacturers of office machines and equipment a new 


ermanent series of articles which will present a concise but complete and accurate 
picture of the new products currently available, with precise data, of the 
sort the buyer and user wants on construction, performance, and other 
essential characteristics. 

This new and valuable series begins in the July issue, with dictating 
machines and posture chairs as the first products to be covered. 
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Inventory Control Section 
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For the Month of 
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Voucher Section 
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Reports, which are su 
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CLERICAL PRODUCTION YARDSTICK 


by Rudolph Lang 


Administrator, General Services 
North Atlantic Area, American National Red Cross 


4 THOSE WHO ARE charged with administra- 
tive responsibility for clerical workers and recog- 
size the changing conditions of white-collar per- 
gnnel in their attitude toward both their em- 
ployment and employer have given much thought 
tp determining whether or not an equitable and 
ficient yardstick of production can be used as 
yn administrative tool of management, or possibly 
ys the basis of measurement for merit increases 
or incentive payments. 

The sincerely conscientious employee welcomes 
the opportunity to demonstrate his ability and 
application to his assigned task, since it is felt 
by many clerical workers that promotion in their 
chosen field has too long depended upon personal 
factors and they have no way of demonstrating 
superior job performance unless they can “sell” 
or influence their superiors. 

In the tight labor market of the war years 
when many donned overalls to fight on the pro- 


duction front in a spirit of patriotism or because 
of the lure of high take-home pay made possible 
primarily by the availability of overtime work, 
many employers were forced to accept clerical 
workers without screening and grading the skilled 
according to their qualifications from the un- 
skilled who entered the field because of the appar- 
ent prestige the office worker seemed to them 
to enjoy. Nor did the pressure of getting the job 
done permit extensive trial periods in various 
positions so that each job would be filled by the 
person best fitted for it. 

It is the writer’s belief that regardless of the 
reason for its use, any plan to measure clerical 
production must be beneficial to both the employer 
and the employee to have value. It should be as 
simple and understandable as possible, but conclu- 
sive enough to be an accurate measure of pro- 
duction and work loads and trends. Basically 
it should also be sufficiently uniform and inte- 


Fig. Il. Summary sheets are provided for each Service 
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grated so that comparisons within departments 
by workers or sections are possible and so that 
interdepartmental comparisons can be secured, 
yet since it must serve as an administrative tool 
it must also lend itself to any desired groupings 
by management so that every level of authority 
will possess the pertinent information in the same 
relative form but detailed or summarized in ac- 
cordance with the administrative need. A su- 
pervisor must have the facts regarding the pro- 
duction of each worker within the unit. The de- 
partment head will be interested in the produc- 
tivity of each section, not only to reflect efficiency 
and work loads, but to make inter-sectional com- 
parisons. The manager needs a summary of de- 
partmental activities for information and trend 
defining surveys, but need not have the detail 
necessary on the other levels unless the sum- 
mary points up an exaggerated or aggravated 
condition of either under- or over-production, 
when the detail of the operation in question must 
be instantly available and comparable to past 
performances or other operations. 


Measurement 

Since the method to be outlined here may be 
built on the individual worker production base, 
and since because of that it may be applied to a 
small or large staff (as a matter of fact if desired 
the output of a lone worker who may constitute 
an entire staff may be measured), it will be seen 
that those firms who desire to employ productive, 
conscientious, and ambitious personnel may find a 
method of measurement of skill and effort and at 
the same time, by transfer or separation weed out 
the unproductive, ill-suited, and unfit. Whatever 
the motive for consideration today may be, with 
the apparent trend toward an employers’ labor 
market, these last named factors will become more 
and more important. 

Primarily, jobs should be well defined and classi- 
fied. Modern business has passed the “rule of 
thumb” era in office management and prospective 
employes should be assigned duties which their 
education, background, and experience indicates 
they are best fitted for. They should also receive 
indoctrination and orientation either by formal or 
informal instructions, a kit of informational ma- 
terial, or a manual of policy, procedures, and prac- 
tices on the work in which they are to be engaged. 
Competent job instruction should also be given so 
that each has a fair and equal opportunity to 
demonstrate their ability. These are all accepted 
facts where new employees are concerned, but 
the application of production measurement in 
an established office must recognize these as pri- 
mary obligations of the employer to all employees 
if the results are to be mutually beneficial. 

The first step in the establishment of activity 

_records is the selection of key operations, which 
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are those indicating the work load. No attemy 
should be made to include all operations in th, 
recorded figures, but rather to select the oper, 
tion or operations in each position which is indi. 
ative of activity. To put it simply—a check wri, 
ing operation may entail an entry for each cheg, 
drawn, the processing through a protective ¢ 
vice, the securing of the necessary signature, x. 
fixing each check to pertinent cover material o 
insertion in envelopes for mailing, etc., but a re. 
ord of the number of checks would indicate th 
entire activity of that job. In smaller offices ty 
or more functions may be performed by a sing 
individual and the key operations of each wher 
suitably weighted and added would indicate th: 
activity of the position. Consideration must aly 
be given to the availability and ease of recording 
the key figures when the selection is made. In th 
instance cited no effort is involved since the nun. 
ber of checks drawn can be readily reckoned each 
month by simple subtraction of starting number 
from number of check last drawn each month, 
Weighting Figure 

A weighting figure for each operation shouli 
be secured. This is not at all difficult but mus 
be carefully planned. While no attempt is made 
to include all operations in the key figure(s), the 
weighting must indicate the norm for the fune. 
tion. Any period of time may be used as the 
weighting factor, but for most purposes and for 
illustration here, ten minutes will be the unit. 
Each key operation is assigned a weight factor 
so as to make comparisons possible and the pro- 
duction unit is multiplied by this factor when 
listed on the activity report. If an operation 
consumes an average of 10 minutes it would be 
included as the comparable figure, if it took 20 
minutes, the accomplished units would be multi- 
plied by 2, and so on. High-speed production 
jobs are reduced by counting as 10’s, 100’s or 
1,000’s and then weighting. 


(Turn to page 86) 
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Expanded plant office building of Flintkote Co. 


The Plant Office—Layout and Building 


by Kenneth H. Ripnen 
Kenneth H. Ripnen Co., Inc. 


% TYPICAL of the post-war plant expansion 
projects around the country is the Flintkote Co.’s 
proposed 33,000 square foot wing for their pres- 
ent East Rutherford, N. J. plant office building. 

In 1940, this plant office building was con- 
structed anticipating further expansion, and to- 


Plot plan for the original (present) building 


“ 


day in 1947 the mechanics of the pre-planned 
facilities are coming into use. 

The old hurdles of how much of the executive 
and general offices should be at the plant, the ques- 
tion of locating the building inside or outside of 
the plant fence line, the use of plant steam, elec- 


Plot plan for expanded building 
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Second floor plan of expanded building. 
Second floor plan of original (present) Flintkote office building. 
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This is a view of the original Flintkote plant office building as constructed in 1940. 


tric, water, maintenance, and such were all settled 
in 1940. The location of the new office space and 
its mechanics has been pre-planned. Now the 
normal budgeting approval, detail plans, esti- 
mates, letting of contracts, and supervision 
would be all that is essential for getting the job 
under way were it not that the Veterans’ Housing 
limitations order, the fact that contractors will 
not take lump sum contracts today (fixed fees plus 
costs or similar arrangements are offered), and 
the non-availability of materials make for ques- 
tionable completion dates. Therefore, this is one 
of many projects at present on the shelf waiting 
to go ahead. 

The Flintkote Co. management’s faith in this 
country’s industrial progress and the desire to 
provide proper working conditions for their em- 
ployees prompted the expenditure of considerable 
sums to develop this project to the point of fin- 
ished detailed office layouts, building designs, 
plans, and specifications. 
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The original 1940 building was designed t 
house 150 to 250 office workers and certain com. 
pany executives in general office and _ private 
offices, with expansion provision made for an in. 
crease of 50% throughout the general offices, 
Today’s expansion is designed to house 125 to 175 
additional office workers and executives. 

The original 1940 budgets were limited, so that 
the general office corridor was not provided in 
the general office area wing, and the main corri- 
dor was planned at limited 5’ 0” width to cut build- 
ing cube. The new wing is planned with a 6 0’ 
corridor. 

Comparison of the 1940 and 1947 plot plans, 
first and second floors, and building designs are 
shown on these pages. 

Here is the description of the original 1940 
building, as printed in OFFICE MANAGEMENT & 
EQUIPMENT at that time, relating to site, building, 
layout, and mechanics of the structure: 
1. Srre: The site of the Flintkote office building is adjacent 

to the factory and warehouse buildings of the East 

Rutherford plant of the Flintkote Co. 
2. Pior Pian: The plot plan shows the approximately 300 x 

300-foot property, and orientation of the building with 

relation to compass points and adjacent restaurant and 
employees’ parking facilities. Provision for the future 
expansion of the building and consideration of the office 
workers’ privacy through the distance of the building 


from the lot line, and through sidewalks and fences, are 
shown. 
Visitors use the main entrance to reception room con- 

trol at the front of the building and employees use rear 
entrances to stairways, from parking and restaurant area. 

3. Bumprne Destcn: The building exterior reflects the func- 


— Lr 


tional planning of its use, through the large glass win- 
dow areas creating a horizontal motif. This horizontal 
line is emphasized through color, using a dark shade 


of brick at the exterior columns to the glass heights only. — 


Red and reddish brown face brick was used on the front 
of the building and matching colors in common brick at 
the rear of the building. Window trim and coping color 


(Turn to page 82) 
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Records Preparation Division at Prudential Insurance Co., Newark, N. J. 


Administration of Office Equipment 


by Marshall W. Walsh 


Manager, Methods Department, Prudential Insurance Co. of America, Newark, N. J. 


% OFFICE EQUIPMENT, as I am going to 
cover it, includes the more or less standard arti- 
cles which are necessary appurtenances to the 
conduct of our business life. 

I do not mean the “supply” items of pencils, 
pens, paper, erasers, forms, etc., but the larger 
articles which, in some respects, distinguish our 
present mode of business living from that of the 
past. I mean machines: typewriters, adding 
machines, rotary calculators, dictating, transcrib- 
ing, Addressograph, bookkeeping, key drive calcu- 
lating, imprinting, metering, and other types of 
office machines. I mean furniture: clerical, type- 
writer and calculating machine desks, tables and 
chairs—posture chairs and regular chairs. I mean 
filing equipment: letter, cap, bill, tariff, and the 
miscellaneous card files, visible files, rolling files, 
tumbling and turning files, and even storage 
cabinets. 

All these things are encompassed in my defini- 
tion of office equipment. For the most part, they 
are the standard articles which make work in our 
day easier than in grandfather’s day. And which, 
incidentally, have provided many of us with our 


Yoinplete text of address given recently before the New 
ork Chapter of National Office Management Association. 
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jobs as office managers. In grandfather’s day 
there was no need to worry about rotary calculat- 
ing machines—the problems were done with 
pencil and paper. Bookeeping machines ?—clerks 
at high desks did all that work. So it goes through 
all, or most, of the articles of office equipment 
mentioned above. 

However, with office equipment, as with most 
things, today’s luxury is tomorrow’s necessity and 
yesterday’s luxury is today’s necessity. There- 
fore, were grandfather functioning in the office 
today he would be, as we are, dependent on these 
articles of office equipment. These articles enable 
us to do more work quicker and easier, they are 
the “tools of our trade,” we need them to perform 
our day-to-day operations efficiently. 

Office equipment is a definite need, it is with us 
to stay, so let us consider the various features of 
the administration of office equipment. 

The first step in the administration of office 
equipment is to determine that a bona fide need 
exists for the equipment which you have been 
requested to supply. This is elementary, but is of 
extreme importance since, in filling any need, you 
are making a large investment of your company’s 
money. For instance, a single machine of the 
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At top: machine repair ticket designed for automatic tabulation, as used at Prudential; below, loan forms. 


types used in most offices costs from $75 to $2,000. 
This is a large investment whether your company 
is large or small, requiring thousands of machines 
or only a few. No company, whatever its size, 
can afford to assign machines or other equipment 
without first determining that a real need exists. 
Although, generally speaking, the investment in 
a single piece of furniture or filing equipment is 
less than in a single machine, the same reasoning 
holds true. Also, we have more pieces of furni- 
ture and filing equipment than we have machines 
and the total investment of any company in the 
two categories is probably about equal. 

In determining the need for a piece of office 
equipment, highly specialized knowledge of all 
types of equipment available is necessary. Even 
in the case of a simple request for a typewriter 
there are 60 different models to choose from, 
excluding the standard 11-inch carriage machines 
with one or more special characters, such as “c/o” 
symbol. It is also necessary to have a very in- 
quisitive nature and a fairly complete understand- 
ing of the operations of your company. 

Making an investigation to determine the need 
for a requested article will frequently pay big 
dividends. Your knowledge of what is needed to 
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perform a given job may enable you to substitute 
some less expensive article for the one requested 
or, by using more efficiently items already ina 
section, you may be able to secure the complete 
withdrawal of the request. The amount of money 
saved in these ways in the course of a year could 
very easily pay the salaries of those persons et 
gaged in the administration of office equipment, 

Wherever possible, it is advisable to review 
periodically the need for various pieces of office 
equipment. This practice keeps the office fune 
tioning efficiently, assures you that you are using 
the best equipment for each job, and generally 
results in the return to stock of many surplus 
items. 


Analyzing the job 

In the determination of need it will be nece 
sary to analyze the job on which or for which 
the equipment is to be used. If the request were 
for a machine, you would want to know what pul 
pose was to be served by the acquisition of this 
particular machine. It would be iecessary to test 
the validity and need for accomplishing this pul 
pose. We would have to know approximately how 
many hours each day the machine would be in use 
and then we would have to determine whether | 
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HAbove: requisition form and copies for interested departments; 
below: authorization forms for “in stock" or to be purchased" items. 


substitute 
requested 
sady ina 
complete 
of money 


ear could} 
i 
TSOns €0- | 


juipment, | 
O review} 
of office 
ice fune | 
are using 
generally 
* surplus 


be neces 
yr which | 
est were 
hat pur- | 
1 of this 
y to test } 
this pur: | 
tely how 
ye in use 
whether 


May, 1947 | Mey, 1947 


AUTHORIZ ATION 
TO FURNISH EQU 1pMENT 
FROM STOCK 
yn, Service Department 
furnish the following equipment 
5 i aie the following on Toe mac 
to the Department : 


machines from stock: 
vs ines, which are now on loamy 
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Approved by ann Sacral — 7 
aaa reserved for use of Office Equipment Service Department 
Delivered by _ 


‘Received by ---- 


come 17673—00 


that were sufficient to warrant the assignment of 
the machine. 


If all these preliminary questions are answered 
satisfactorily, we next must ascertain just what 
operations are to be performed or what special 
features are needed. For instance, in a requisi- 
tion for a calculating machine, it would be neces- 
sary to find out whether portability and desk 
space available were factors, whether automatic 
multiplication was essential, whether quotients or 
products should be accumulated, whether 8 or 10 
bank capacity was required, whether there were 
problems involving percent net increase or de- 
crease. 


Having determined just what features are 
needed, we are now in a position to decide what 
general makes and models will fill these require- 
ments. If there is a machine in the requisitioning 
department, or in the company if the company is 
small, which fills the bill, inquiries should be 
made to see whether that machine could be re- 
leased or whether the one machine would suffice 
for both jobs. If neither of these two possibilities 
can be realized, the machine must either be sup- 
plied from stock or purchased. Before making 
your final recommendation, it would be well to see 
that you have the answers to the following ques- 
tions: 


(Turn to next page) 
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(1) Why is the additional equipment desired? 

(2) How many machines of the kind requested 
are now in the department? 

(3) What percent of the time are they in use? 

(4) How many clerks in the department use 
the type of machine requested? 

(5) What production is being obtained? 

(6) How can the installation of this machine 
be justified (Increased production? Time 
saving? Improved records? Speeding up 
of service?) 

(7) Could work be rearranged or present ma- 
chines reassigned without impairing effi- 
ciency to avoid purchase of new equip- 
ment? 

(8) Is there a surplus machine available from 
any other section of the department? 

(9) Is the machine requested the best type for 
the work on which it will be used? 


If the request were for a desk and chair, the 
need would generally be more obvious and the 
solution easier. Possibly a new clerk is being 
added to the staff of a section. With the excep- 
tion of full time file clerks, messengers or others 
who do not normally sit at a desk for part of their 
job, a new clerk will need a desk or table and a 
chair. However, the new clerk may be replacing 
one who has resigned or been transferred. If this 
is so, she could use the former clerk’s desk and 
chair. If she is an actual addition to the staff, 
we will have to determine what type of desk and 


Bank of dictating machines in Industrial Surrender Division at Prudential Insurance Co.. 
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chair should be supplied. A typist obviously neg 
a typewriter desk, but should it be a 40jna 
fixed bed, a 45-inch drop head, a 50- or 60-jng 
double pedestal, or a secretarial desk? Each op, 
has its own special attributes and the job to yy 
done and your standardization program, if ay 
should govern which type of desk should be gy) 
plied. If the new clerk is to do clerical work, qua, 
tions relative to the amount of desk top anil 
drawer space will have to be answered. Th 
are single and double pedestal desks, desks wit, 
special drawer features, and desks which are litt] 
more than tables. The requirements of the jo 
and, again, your standardization program, yil 
govern selection of the proper desk. 
Generally, the matter of chairs is cut and dried|” 
However, certain jobs, such as typing and key 
punching, have more need for a posture chair thay 
other jobs which require the clerk to be up ani 
down or to move back and forth. lf you are using 
both posture chairs and non-posture chairs jy 
your organization, you will have to determin 
whether this job warrants a posture chair or not, 
If the requisition is for a filing cabinet, answers 
must be obtained to the following questions: Are 
the contents worth saving? Are the same records 
filed elsewhere? Will the papers ever be de 
stroyed? If so, after how long? What will be the 
normal build up of the file? Is the record properly 
housed? Are the existing cabinets fully used? 


(Turn to page 67) 
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BELOW: 

WITH A SLIDING SEAT. This photograph shows the 
new Comfortaire posture chair introduced by the N. T. Shep- 
herd Chair Co., Salt Lake City, Utah. Among its many 
new features is the sliding seat. This balances weight over 
the chair, and provides more relaxation and more freedom 
of leg movement because of reduced base spread. Has auto- 
matically form-fitting foam rubber cushions. Has long wear- 
ing slip covers on seat and back. The hooded casters Shu- 
Guards protect the typist’s hose from catches and runs and 
protect shoes against scuffing. They also help to keep dirt 
and lint out of casters. The back rest and seat depth ad- 
justments can be made while the typist is seated. Seat 
height is adjusted easily. 
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NEW THINGS 
in the NEWS 


A NEW COPYHOLDER which accommodates all width 
copy up to 36 inches by means of inexpensive extensions. 
Two models are available from the Underwood Corp., | Park 
Ave., New York. One is for rear mounting. This may be 
collapsed, permitting the copyholder to be closed with the 
typewriter in a dropwell or secretarial desk. Thus, the copy- 
holder is conveniently stored when not in use and there is no 


need to remove it at the end of the day. The portable model 
is designed for use alongside typewriters, and accounting 
and other machines and may easily be moved to any posi- 
tion on the desk. 
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BELOW: 


A TIME STUDY AID. The Delmac Time Study Board and 
Stop-Watch holder weighs only 8 ounces, making it less tiring 
to carry and easy to transport. The stop-watch holder is 
made of aluminum, supporting the watch in a secure position 
and protecting it from damage. This holder is designed to 
hold a Gallet stop-watch, although it will also hold other 
watches securely. The writing board is fabricated from thick 
transparent Plexiglas, is 9? by 12 inches. Holds standard 8!/, 
by II time study sheets. The paper clip is not supplied with 
this equipment. Any movable clip can be used. Priced at 
$5 net, C.O.D., plus postage, or parcel post prepaid if re- 
mittance accompanies order. Price of the stop-watch holder 
separately is $2.75. From A. J. McDonald, 2248 North Avers 
Ave., Chicago 47, Ill. 
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BELOW: 


NEW TYPE PLASTIC MOISTENER called Kwiky 
which feeds automatically, developing a ribbon-like, 
even flow of moisture. Has extra-wide, rounded, easy 


gliding sponge rubber nozzle adapted for labels, 
gummed tape. No stand required as nozzle is de- 
signed so that sponge cannot touch or wet desk. 
Each moistener individually mounted on card. Assorted 
colors red, green, and blue. Made by the Jay-Lip 
Corp., Jamestown, N. Y. 


LEFT: 


A NEW CONTACT PRINTER, the Remington Rand vac- 


uum seal Portagraph, has a useable printing area of 31 by 
43 inches. It has a rigid reinforced vacuum top and the 
frame and panels are American walnut. The finish is hand- 


rubbed. The unit contains a utility storage cabinet and a 
paper storage drawer. Equipped with automatic electric timer 
and Mazda lamps, it has a timer light to facilitate darkroom 
work and two ruby spotting lights. The lid is equipped with 
a Ye inch rubber blanket knurled on one side and mounted 
to an air board on a sponge rubber cushion '/2 inch high. 
A rubber gasket strip is cemented around the outer blanket 
edge and is secured by metal molding. The unit provides an 
effective vacuum seal that assures maximum contact between 
original and sensitized paper. 


ABOVE: « 


A MODERN PLASTIC DUPLICATOR, the new Duplicard 
made by the Rutherford Duplicator Co., 503 Waugh Dr., 
Houston 6, Tex., for postcard duplicating. Has solid, com- 
pact, construction and is easy to operate. Has one-piece 
plastic housing for long service. Features gravity feed, which 
makes insertion of cards easy, and insures evenness in print- 
ing as well as uniformly accurate registration. Also boasts 
full-floating printing assembly which equalizes printing pres- 
sure. 
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ABOVE: 


LEFT: 

AT HER FINGERTIPS. The typist will find this handy typewriter 
eraser always ready when she needs it as it is installed in the type- 
writer. It replaces the platen knob and contains a spring reel w’ t 
a Nylon cord which returns the eraser to place when it is not in 
use. Manufactured for various types of machines. Retails for 
$2.50 each; refills retail for 65 cents a dozen. Manufactured by 
Charles G. Hurrle, 35 Stillman St., San Francisco 7. 


OFFICE MANAGEMENT AND EQUIPMENT 


FOR RULING OFF ACCOUNTS after the books are 
closed, the Golden-N-Rule is very helpful. It makes a prac- 
tical working tool for accountants, auditors, bookkeepers, 
and students, and is a most acceptable gift put up as it is 
in a gold colored cotton lined gift box. Its retail price is 
$1.25. Made by the Accountants Ruler Co., 988 Market St., 
San Francises 2. ’ 
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RIGHT: 

HANDSOME THREE-TIER LETTER TRAY made of aluminum al- 
loy, hand-buffed to a mirror-like finish. There is no plating or sur- 
facing to flake or wear off. The bottoms of all trays are made of 
durable synthetic leather. Part of the new line of desk accessories 
introduced by Bushman-Moore, Inc., 2034 East 7Ist St., Cleveland 
3, Ohio. The line includes letter trays in single, double, and triple- 
tiered sizes; small memo-sheet holders in two sizes, a guarded 
spindle file, and a three-way notebook holder. The line ranges 
from $1 to $10 retail. 


BELOW: 

A NEW AMPLIFIER from the David Bogen Co., Inc., 663 
Broadway, New York. According to the company the new 
amplifier gives 50 watts of undistorted audio power, 
making it highly suitable for installations where high power 
and good tone quality are important. Frequency response 
's 30 to 20,000 cycles within plus or minus 2 DB. Two trans- 


mitter type 807 tubes are used in the pushpull output stage 
with inverse feedback. Wide flexibility of operation is per- 
mitted by the use of three high impedance input channels 
for two microphones and one phonograph. Either or both 
microphone channels can be supplied for low impedance 
input for installation where long microphone lines are re- 
quired. The problem of supplying various wattages to 
speakers used in sound systems has been simplified by pro- 
viding two constant voltage output taps. The cabinet is 
made of welded steel and is finished in an attractive grey 


hammerloid. 


RIGHT: 


AN EFFICIENT MAIL ROOM should have an efficient mailing 
such as that offered by the All Purpose Metal Equipment 
Corp.., 264 Mill St., Rochester 4, N. Y., manufacturers of the All 
se Direct Mail System. The system is designed for volume 
handling of letters, catalogues, bulletins, folders, and other types 
of mailing. The Hook-on tray is the heart of this system. This 
wlid, welded steel tray has a flared edge at the back, which per- 
mits it to be hooked on standard All Purpose fixtures. The Direct 
Mail tables, of sheet steel, are painted in olive green, or office 
gay. A new model was recently developed. In most installations 
regular Whirling racks are fitted to the Direct Mail tables to secure 
plenty of unobstructed working space for sorting and stuffing opera- 
y Mail pieces are kept on the move by placing them directly 
phe Hook-on trays, which are hooked to whirling racks. When 
trays are filled they are taken off the Whirling racks and placed 
on Traveling Racks and rolled along to the next operation. A com- 
range of equipment to fit various needs is available. 


BELOW: 

A LIGHT FOR THE SCRIBE. Lennan Lights, Inc., 
Burbank, Calif., is making a clipboard known as the 
Lennan Ray-Rite illuminated clipboard, useful when 
light is needed for writing or checking in poorly 
lighted or unilluminated areas. Ray-Rite is powered 
by two standard flashlight batteries with the light 


bulb set in a reflector built into a strong spring clip, 
the entire clip-and-reflector unit constructed of metal 
and mounted securely on a sturdy, smooth backboard 
of Masonite tempered Presdwood or aluminum. Avail- 
able in two sizes, 7 by 12 inches and 9 by 14 inches. 
A flip of the switch is all that is needed whenever and 
wherever light must be had. 
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BELOW: 


NOW YOU SEE IT. The new plastic spiral cartridge develope 
by Eversharp, Inc., Chicago, is shown as it fits into the Ca per 
The ink supply is visible. The company says that besides giyi 
users an almost instant check on their ink supply, the cartridge an 
greater performance because it has a new spiral capillary actig, 
= The transparent barrel on the pen shown is for demonstration 
only. 
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ABOVE: 
THIS IMPORTED ONYX three-piece desk set comes 


in either white or green onyx. Complete with per- 
petual calendar and a guaranteed fountain pen 
equipped with 1|4-karat gold point. May also be 
had in black and gold imported marble. Distributed 
by Morgan J. Erlick & Co., 747 South Hill St., Los 
Angeles 14. 


BELOW: 

METAL INDEX BOXES to retail at 59 cents. This 3-by-5 
box is made by the Idlewild Mfg. Corp., Arverne, L. |. The 
side walls, made of strong steel, are all spot welded. The 
parts are die-cut and folded to remove sharp edges. Has a 
baked enamel wrinkle finish. 


ABOVE: 


NAME PLATES from Jest Art Originals, 12474 West Washington 
Blvd., Culver City, Calif. The name plate consists of thick gold- 
leafed plastic letters firmly attached to a triangular block of buffed 
walnut. Any word, name, or initials can be made to order for ap- 
proximately $3. 


LEFT: 


ALL-PLASTIC 10-INCH SLIDE RULES are available from 
Pereles Bros., Inc., South 7th and West Arthur Sts., Milwau- 
kee 7, Wis. Using special equipment and special methods in 
its own engraving, tool, and die departments, the company 
has been able to maintain a dimensional tolerance of '/2 of 
1/1000 of an inch per inch between lines as delicate as three 
to three and one-half thousandths of an inch in width of 
gradations or calibrations, and a depth of five thousandths 
of an inch. The rules are fully adjustable. Screws on the back 
regulate the tension of movement of the slide. 
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RIGHT: 


A NEW COPYHOLDER for stenographers, secretaries and 
typists. This is the Pres-to-line copyholder, a new product of the 
E. C. Heard Company, 2542 East 52nd St., Huntington Park, Calif. 
Its compactness permits putting it away in the desk with the type- 
writer without removing from its operating position. Complete ad- 
justability. An adjustable line finder scale is provided for making 
character counts and to aid in setting tabulation on the typewriter. 
There are no springs or sliding parts to pinch fingers or tear cloth- 
ing. Weight of the typewriter holds the copyholder securely in 
position. Has a touch selector for regulating the tension of the 
spacing lever to the personal touch of the operator, an easily 
accessible micromatic spacing adjustment, and a suede finished 
base. Available in seven sizes from 12 inches to 36 inches and are 
designed for use with typewriters, billing machines, adding ma- 
chines, and similar office equipment. 


LEFT: 


A DRY LUBRICATING POWDER in a new patented 
puffer pack that is clean, quick, and convenient to use. 
Known as Lub-A-Spray, this new powder is oilless, greaseless, 


| Bby.5 and dripless. It is unaffected by heat or cold. It will not 
. |. The stain clothing, rugs, or upholstery. The company says that 
d "Th Lub-A-Spray is not only an excellent lubricant, but also an 
“Poy ideal preservative for leather, wood, rubber, and metal. 
, To use Lub-A-Spray, you just squeeze the handy puffer 
pack and an easily controlled graphitoid spray penetrates 
instantly and assures long-lasting lubrication. Retails at 25 
cents. Made by the Panef Mfg. Co., Milwaukee, Wis. 
BELOW: 
REMOVE STAPLES quickly and efficiently with the new 
Mutual staple remover. It removes staples from wood as 
well as from cardboard and paper. Suitable for window-trim 
and display purpuses as well as office and industrial uses. 
Manufactured by the Mutual Stationers Supply Corp., 374 
ee — — Broadway, New York. 
. 
ABOVE: 
THE PRODUCTIRULE, a production slide rule presented by the 
Productirule, Irvington, N. Y., has been designed to simplify 
and speed such calculations as standard hours of work produced, 
percentage productivity, wage incentive earnings, day work and 
basic rate earnings, production units, standard labor costs, and 
actual labor costs. Made of treated wood. Measures 9 inches 
long, 1g inches wide, and ¥ inches thick. Has single slide and 
metal-edged non-breakable hairline indicator.. Six special scales, 
requiring no decimal point setting and a minimum of moves, are 
printed on only one face for ease of operation. Scales are of 
)_ from sufficient range to include all operations between |/10 of a minute 
lilwau- and one hour per cycle. Production standards may be expressed 
ods in in minutes or hours. Available immediately. Price, $2. 
mpany 
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LEFT: 

WHEN VISITORS WAIT a settee is a handy and com- 
fortable thing to have around. This settee is part of a new 
line of chrome furniture presented by the Admiral Chrome 
Furniture Co., Inc., 213 Greene St., New York 12. Made of 
16-gauge I-inch tubular steel and triple-plated in copper, 
nickel, and chrome. The cushions are covered in attractive 
two-tone leatherette and are available in nine different colors. 


RIGHT: 


ve FREE YOUR HANDS. This new adjustable telephone shoulder 

- cradle is offered by the H-W-B-Distributing Co., 4422 Euclid Ave., 
San Diego 5, Calif. It may be used on either shoulder comfortably. 
It is made of aluminum finished with a black plastic enamel to 
match the phone. Retails at $1.50. 


LEFT: 
FOR DESKS and chairs, a new liquid plastic finish which 


is easily wiped on with a cloth. It flows out smoothly an 
dries to the touch in ten minutes. In six to eight hours it 
dries hard, leaving a brilliant surface that is long lasting 
and impervious to most alcohols, acids, atmospheric and 
climatic conditions. This finish may also be used on type- 
writers, files, safes, and other metal or wood surfaces. It 
retails for $1.95 a pint, enough to cover about 200 square 
feet. Made by the Reyam Plastic Products Co., 1525 East 
53rd St., Chicago 15. 


LEFT: 

FOR DEVELOPING and fixing photographic and photo- 
copy papers Pronto, Inc., 845 Chicago Ave., Evanston, Ill., 
presents this new tray. Known as the vertical, splashproof 
Pronto-tray, it is divided into two compartments, one for de- 
veloping, and one for fixing. A 3-compartment model, for de- 
veloper, stop bath, and fix, is also available. Handles prints 
up to 9 by 15 inches in size. Its overall dimensions are 154, 

~ inches long, 10 inches high, and 5 inches deep. The 2-com- 
partment tray sells for $8.95 complete with clamps and grids 
for lowering prints into the developer and guiding the papers 
into the solutions. The 3-compartment tray sells for $10.95. 
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RIGHT: 

GOOD STYLING. The Rauland Corp., 4245 North Knox 
Ave., Chicago, has produced the Amplicall electronic in- 
tercommunication system. In a walnut plastic case, this new 
system incorporates electronic developments that achieve an 
unusual degree of convenient, versatile operation, life-like 
speech, and economy of installation. The Master Station 
unit is available with or without a handset for completely 
private conversation. The system features visual busy signal, 
individual locking-type push-buttons for station selection, 
illuminated on-off volume control, plug-in cable connections, 
and a balanced line wiring system which not only reduces the 
cost of installation but also prevents cross talk. Available 
with facilities for the use of up to 24 master stations, per- 
mitting as many as 12 conversations to be carried on simul- 
taneously. 


RIGHT: 

NEWLY DEVELOPED. The 3-purpose lamp stand 
recently announced by the Faries Mfg. Co., Decatur, 
Ill, may be used as a sun, therapeutic or flood lamp. 
Has a patented slide fitting that permits quick and 
easy vertical adjustment without the use of screws 
or thumbnuts. Attractively finished in black ripple 
and polished chrome. 


ABOVE: 


ADJUSTABLE FLUORESCENT DESK LAMP, formerly dis- 
tributed through Standard Business Machines Co. under the 
name of Tru-Lite, is now being offered directly by 
the manufacturer, Burton Mfg. Co., 3855 North Lincoln 
Ave., Chicago 13. Inquiries may be directed to the com- 
pany, to Seman & Co., 36 South State St., Chicago, to J. H. 
Sweet & Associates, 420 Market St., San Francisco, or to the 
S. T. Williams Co., 220 Fifth Ave., New York. 


RIGHT: 


A STEP-STOOL is useful both in the home or office. These 
are made by the Lee Co., 666 Lake Shore Dr., Chicago II. 
They are made of heavy-gauge steel and are nickel-plated 

longer wear. The feet are rubber tipped and the strong 
seat is covered with leatherette. The stool is 23!/, inches 
high. The seat is 12!/2 by 8% inches. The steps are covered - 
with rubber treads. 
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BELOW: 


A NEW LONG-WRITING PEN, from Scripto, Inc., 423 Houston 
St., Atlanta, Ga. Styled by Walter Dorwin Teague, noted de. 
signer, the new fountain pen has many innovations in design and 
operation. The hooded Solidium point, developed after two years 
of research, is tipped with osmiridium, ground and polished with 
gem-like precision. The entire point is designed for extra light. 
ness and strength. 

The flow of ink to the writing point is not dependent on the flex. 


ing of the point. Another exclusive feature is Magnafill, which works 
like a dropper and holds 2.65 cc's of any brand or any color of 
fountain pen ink. Has streamlined deep-pocket clip with chromium. 
plated spring steel. The cap snaps on or off the pen yet stays on 
when in purse or pocket. Has a companion in the new Scripto thin- 
lead pencil, mechanical pencil with an extra thin, fine writing 
lead. They come in a handsome black and gold gift box. The 
long-writing pen and the thin-lead pencil are offered in four colors, 
lustrous black, imperial blue, radiant dubonnet, and twilight gray, 
with barrels of gleaming plastic and shimmering chrome-plated ap- 


pointments. 
ABOVE: 

NEW MODELS ANNOUNCED. The Kimberly Pen Corp., 2450 x 
South Main St., Los Angeles, have developed two new Pockette th 
ball pens, one with a silver finished band to retail at $4.95 and the Ci 
other with a 12-karat gold filled band to retail at $7.50. They fea- . 
ture all the same selling points as the previous models. Choice of F Ni 


colored inks is available. Cartridge is replaceable. The pen does 


not leak. In the top part of the photograph the Pockette is shown : in 
closed, and at the bottom opened and ready for writing. 3¢ 
| 
RIGHT: ; 
A NEW BALL POINT. This : 
Wearever Year Round bali point eC 
pen comes from David Kahn, Inc., 
North Bergen, N. J.. Retails for 
$1.95. n 
b 
I 
0 
» ) 
( 
ABOVE: i 
SHOPPING FOR A PEN? The new Holly ball point BELOW: 


pen, recently introduced by the Holly Pen Corp., 5013 
North Kedzie Ave., Chicago 25. The manufacturer says the 
pen will write for a period of from six months to three 
years without refilling. Interchangeable cartridge holds a 
lasting supply of special colorfast, waterproof ink that dries 
while you write. The company also says the pen will write 
through four to eight carbons and on all grades and. tex- 
tures of paper and cloth. The company stresses the fact 
that the new pen writes a smooth, continuous line and keeps 
on writing without skipping. Available in black and gold 
or wine and gold. Each pen is individually packed in a 


A NEW PEN. The Eagle Pen- 
cil Co., 703 East 13th St., New 
York 9, is offering a new $1 foun- 
tain pen with stainless steel nib 
tipped with iridium, and hand 
ground for lasting smoothness. 
Has full-sealed inner caps that 
keep the nibs moist for instant 
writing. Every pen is individually 
tested by actual writing. The 


CHIEF is made of genuine pyra- 
gift box and lists at $8.50. There is no federal tax. lin with gold-plated clip, bend, 
and lever. 


i" 
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fay. 1947 


x AMID MOUNTING INTEREST, the loose 
threads of the plans for the 28th International 
Conference and Office Equipment Exhibit of the 
National Office Management Association are be- 
ing neatly tied together, with technical sessions 
scheduled to commence in the Hotel Netherland- 
Plaza in Cincinnati on Monday, May 26th, fol- 
lowing up on meetings of the NOMA board and 
committees held during the week-end. 

Theme of the conference is “Production Plan- 
ning.” 

On Monday, the morning session, will be opened 
by Louis Keck, Strietmann Biscuit Co., Cincin- 
nati, president of the Cincinnati chapter. After 
opening ceremonies, the keynote address of Oakah 
L. Jones, Oklahoma National Gas Co., Tulsa, 
president of NOMA, establishing the spirit of the 
conference. 

Harry L. Wylie, Pure Oil Co., Chicago, a recog- 
nized authority on management who lectures on 
that subject at Northwestern University, will 
address the closing morning session on “Analys- 
ing and Determining the Work Load.” Hugh R. 
Brown, Union Bag & Paper Corp., Savannah, Ga., 
presides over this session. 

After lunch on Monday, sessions will be con- 
tinued at the Music Hall, Cincinnati’s leading 
indoor auditorium, for the rest of the convention. 
Although the hotel and the Music Hall are not 
far apart, the convention committee has provided 
free bus transportation at peak periods during 
each day. The Music Hall will also house the 
Office Equipment Exhibit, which promises to be 
the most comprehensive NOMA has held. 

The afternoon session will feature talks by 
Frank M. Knox, Frank M. Knox Co., Tulsa, Okla., 
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speaking on “Testing Office Procedures”; Carl H. 


Top officers of NOMA: E. H. Conarroe, New York, Chairman of the Board; O. J. McMunn, Pittsburgh, 
Vice-president; O. L. Jones, Tulsa, President; W. H. Evans, Philadelphia, Secretary-Treasurer. 


All Ready for NOMA Conference 


By Kimball Darby 


McKenzie, Pennsylvania Telephone Co., Erie, Pa., 
with “Standard Practice Manual’ as his subject; 
and John S. Wiltse, Johns-Manville Corp., New 
York, who will officially open the exhibit with the 
story of exhibits and fairs, past and present. 

Session heads will be Gale M. Dean, Mission 
Metalcraft, Los Angeles; Elton S. Bailey, Refrig- 
eration Equipment Co., San Diego; and John A. 
Pendery, Southwestern Publishing Co., Cincin- 
nati. 

The speech of Kenneth H. Ripnen, Kenneth H. 
Ripnen Co., New York, opens the Tuesday morn- 
ing sessions, which will be presided over by 
Charles M. Ward, Kraft Foods, Ltd., Montreal, 
and J. S. Pieringer, Commercial Standard Insur- 
ance Co., Fort Worth. Mr. Ripnen, architect 
and a leading authority on office and plant layout, 
will speak on “Better Work Areas.” 

“Education—America’s Greatest Hope,” will be 

(Turn to next page) 


The Netherland-Plaza, Cincinnati 
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the title of an address by Dr. Hamden L. Forkner, 
Teachers’ College, Columbia University, New 
York, after which President Jones will preside 
over the annual business meeting. The nominat- 
ing committee will make its report, and election 
of national officers will be held. 

In the afternoon, with J. L. Brownlee, Tennes- 
see Coal, Iron & Railroad Co., presiding, the ses- 
sion will hear Dr. Earl G. Planty, Johnson & 
Johnson, New Brunswick, N. J., discuss the 
“Selection and Development of Supervisors.” Dr. 
Planty’s address will be followed by that of I. A. 
Herrman, Servel, Inc., Evansville, Ind., who, 
introduced by Barrett B. Klopfer, of the Standard 
Register, Dayton, O., will speak on “Work Simpli- 
fication as Applied to Paper Work.” 

The annual banquet, an event looked forward 
to with pleasure by all NOMA members, will be 
held Tuesday night at the Netherland-Plaza. 
President Jones will preside, and will have the 
assistance of E. H. Conarroe, Metropolitan Life 
Insurance Co., New York, chairman of the NOMA 
board, who will make the annual awards. 

Guest speaker at the banquet will be R. W. 
Starreveld, president of International Office Ma- 
chines Research, N. V., Amsterdam, Holland. Mr. 
Starreveld, part of the resistance movement in 
Holland during the recent war, will address the 
banqueters on “International Cooperation of Man- 
agement.” 

Wednesday’s session commences when Ray B. 


List of Firms to Exhibit at NOMA 


Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Co. 
Art Metal Construction Co. 

Bomar Equipment Co. (Soundscriber) 
Brush Development Co. (Mail-A-Voice) 
Burroughs Adding Machine Co. 

C. V. S. Corp. 

Cincinnati Time Recorder 
Commercial Controls Corp. 

Ralph C. Coxhead Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Thomas A. Edison, Inc. 

Egry Register Co. 

Executone, Inc. 

Friden Calculating Machine Agency 
Globe-Wernicke Co. 

C. G. Gray, Jr., & Co. 

Gray Mfg. Co. 

Gunn Furniture Co. 

Charles R. Hadley Co. 

International Business Machines Corp. 
Kee-Lox Mfg. Co. 

Kol, Inc. 

Marchant Calculating Machine Co. 
McBee Co. 

Monroe Calculating Machine Co. 
Mosler Safe Co. 

Muzak Corp. 

National Blank Book Co. 

National Cash Register Co. 

H. W. Nichols Salesbook Co. (Victor Adding Machines) 
"The Office” 

“Office Management & Equipment” 
Oxford Filing Supply Co., Inc. 
Peirce Wire Recorder Corp. 
Pitney-Bowes Postage Meter Co. 
Recordak Corp. 


Slagle, Automatic Home Equipment Co., Chat 
tanooga, Tenn., introduces Horace I. Seeley, Cary 
lina Power & Light Co., Raleigh, N. C., who wil 
speak on the “Selection and Development of Pe. 
sonnel.” Robert E. MacNeal, Curtis Publishing 
Co., Philadelphia, introduced by James Campbell, 
Appleford, Paper Products, Ltd., Hamilton, Ont, 
will speak on “Effective Motivation.” In this talk, 
Mr. MacNeal will emphasize that motivation i 
the key to productive efficiency, and that incen. 
tives, financial or otherwise, should not be neg. 
lected in the strategy of the well-run office. 

The annual luncheon, winding up the ¢op. 
ference, will be presided over by O. J. McMunn, 
Duquesne Light Co., Pittsburgh, vice-president of 
NOMA. 

While the exact number of exhibitors at the 
show is not known at this writing, indications are 
that all of the space will have been allotted long 
before opening day. 

Convention headquarters will be in Parlor J, 
on the fourth floor of the Hotel Netherland-Plaza, 
and the Cincinnati chapter of the association wil] 
maintain information booths at Union Terminal, 
for the benefit of incoming members. 

The Julep Room of the Netherland-Plaza will 
be headquarters for the ladies of the convention, 
and it will be here that they will meet at 10:00 
A.M., Monday, May 26th, to learn about some of 
the interesting entertainment projects planned 
for them. 


Conference (Up to Press Time) 


Remington-Rand, Inc. 

Reynolds & Reynolds Co. 
Rite-Line Sales Co. 
Rockwell-Barnes Co. 

Rol-Dex Co 

Royal Typewriter Co., Inc. 

H. L. Rulison 

Speed Products, Inc. 

Standard Duplicating Machines Co. 
Standard Manifold Co. 

Standard Register Co. 

O. A. Sutton Corp. 

Thomas Mechanical Collator Co. 
Tiffany Stand Co., Inc. 
Underwood Corp. 

United Autographic Register Co. 
Mark Van Riper Co. 

Visual Production Planning, Inc. 
W. W. Welch Co. 
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seL.OW: D . 
SOMETHING NEW in stenographer's posture chairs. The 
Smilemaster, announced by the Sturgis Posture Chair Co., 
Sturgis, Mich., introduces a new full-cushioned seat made of 
three layers of Nukraft topped with foam rubber. Seat is 3 
inches deep. Chair back and seat height are easily adjusted. 
Finm-Flex back that maintains firmness of the backrest, yet 
its give to body movements is now optional on all 
Sturgis stenographer's chairs. Other features include steel 
tubular welded construction, baked-on enamel finish by Infra- 
Red process and modern durable upholstery, in a selection of 


color combinations. 


ABOVE: 


BOTH a lighting unit and an air-conditioning unit is the 
luminaire, made by the Parlong Air Conditioning Corp., 344 
Washington Bidg., Washington, D. C. A fluorescent light- 
ing fixture is incorporated in the unit. Measuring 69 inches 
" height, 23 inches in base diameter, and using Freon 
refrigerant, Luminaire is capable of cooling up to 45 square 
feet of normal floor area, regardless of ceiling height. It 
de-humidifies, cools, and circulates the air by thermostatic 

. This room-sized unit is easy to install. It can be 
used even in windowless rooms. Has quiet 1/50 horsepower 
motor which requires no oiling. Entire operation is con- 
trolled by two heavy-duty switches. The insulated base as- 
ho houses the automatic hermetic condensing unit, one 
sepower electric air conditioning motor, controls and 

ther air conditioning parts. 
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ABOVE: 


FOR THE NEAT DESK. The Roll-A-Tray secretary model has 
three compartments for stationery, and two for envelopes. When 
not in use the roll top is pulled down, just like a roll top desk. Made 
of Masonite, the tray combines strength, attractiveness, and light- 
ness. It's 10 inches wide, 7 inches high, and 18 inches deep. 
Packed six to a carton. In grained walnut or bleached mahogany, 
it is $17.50. In brown luggage grain, red lacquer luggage grain, 
and olive green luggage grain, it is $10 each, f.o.b. Los Angeles. 
From Elbros Products Co., 2020 North Las Palmas Ave., Los Angeles. 


ABOVE: 

NON-INFLAMMABLE RUBBER CEMENT made from nat- 
ural rubber has been announced by the Louis Melind Co., 
362 West Chicago Ave., Chicago. The company points out 
that the adhesive qualities of this new Justrite cement are 
as good or better than the prewar cements. In addition to 
the 2!/2-ounce tube shown, the cement is packed in 4-ounce 
brush bottles, pints, quarts, and in qallon tins. 


ABOVE: 


WAITING TO SEE YOU. The handsome new davenport has 
been introduced by the Wells Office Furniture Co., 725 South La 
Salle St., Chicago. Upholstered in Duran over No-Sag spring seat 
with cotton linters and burlap, this piece of furniture oe all hard- 
wood construction. Chrome plated steel tubing is used for the arm 
rests, which are upholstered. In all standard colors. A matching 
chair is also available. 
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— 
BELOW: 
WHEN THE LETTERS COME. The Bircher Co., 192 Mill y. | AM 
Rochester, N. Y., offers a Lightning letter opener which can ope, 
500 letters a minute. This instrument has a micrometer cut adjust. | aonf 
ment which permits adjusting for light and heavy inclosures to pro. " 
tect them. 


ABOVE: 


A MAGNETIC RIBBON RECORDER-REPRODUCER is the 
Soundmirror made by the Brush Development Co., Cleve- 


land, Ohio. The machine makes '/2 hour continuous record- C 
ings on a special magnetized paper tape. Recordings can BELOW: 

be erased or cut with scissors and spliced with ordinary TO COLLATE QUICKLY AND EFFICIENTLY. The Thoma | 2” 
cellulose tape without hurting playback. Recordings may be Mechanical Collator, 216 South Ave., E., Cranford, N. J, | ve 
vag 1000 times without changing the fidelity. introduces this foot-powered mechanical collator that wil | st 
rice, 50. 


collate from 2 to 8 sheets at a rata of 15,000 per hour. This , 
unit is designed to take the standard letter size Mimeograph m 
sheets. It will collate most papers ranging from 8 pound te | © 
20 pound substance. m 


ABOVE: 


NYLON MECHANICAL PENCIL. The Nyliner pencil, 
made of non-inflammable, tough nylon, has a precision en- 
gineered tip. It features rugged propel-repel action, and 
is guaranteed free from defective workmanship and ma- 
terials for one year. The pencil has a buffed and polished. 
black nylon barrel and cap and is decorated with a gold 
aerodynamic design. The nickel tip, clip, and band are 
plated with gold. Size, 5'/, inches long. Can be gold im- 
printed. Made by Plastiline, Inc., 2 Intervale St., White 
Plains, N. Y. 


LEFT: 


DESIGNED for pr ing ia type diazo white prints, the 
new Revolute A. Finisher should interest not only the technical 
men, but also the advertising man and the business man who re- 
quire copies from printed, typewritten, or drawn originals. Accord- 
ing to the manufacturers, this model is efficient in operation and 
free from troublesome breakdowns. For the first time in a machine 
of this type, perforated stainless steel rollers are used in place of 
the usual stationary perforated plate. It also features a diaphragm 
pump for pumping aq ia to the vaporizing tray; an 
interval timer for temperature control; single switch control; and 
sturdy construction. The Paragon-Revolute Corp., 77 South Ave., 
Rochester 4, N. Y., the manufacturers, will send a complete descrip- 
tion to those interested. 
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INTEREST TO THE OFFICE 


re 


AMA General Management Conference 

The American Management Association will hold a 
conference on general management problems on June 11th 
and 12th in the Hotel Waldorf-Astoria, New York. All divi- 
sions of AMA will be represented at the meeting. 

After the last session on June 11th, the association will 
hold its annual business meeting, at which new board mem- 
bers and officers will be elected. 

The divisions at the conference and their vice-presidents 
are: personnel, Guy B. Arthur, Jr., New York; insurance, I. 
M. Carpenter, manager, Insurance Dept., Ebasco Services, 
Inc.; office management, I. O. Royse, general office manager, 
Ralston Purina Co.; finance, Dr. Jules I. Bogen, editor, The 
Journal. of Commerce; production, L. Clayton Hill, works 
manager, Eagle Pencil Co.; marketing, A. A. Stambaugh, 
vice-president, Standard Oil Co. of Ohio; and packaging, 
EA. Throckmorton, president, Container Laboratories, Inc. 

On the nominating committee for the office management 
division is Coleman Maze, professor of management, New 
York University, New York. 


Course to Be Repeated 
Because the course on Simplification of Office Systems 

and Procedures is proving so successful, New York Uni- 
versity is offering an intensive session of the same course 
starting in June. H. John Ross, manager, of the systems and 
procedures department, Continental Can Co., Inc., will again 
give the course. Running from June 3rd to July 10th, it will 
meet on Tuesdays and Thursdays from 6 to 8 p.m. 

Denis Sinclair Philipps, executive secretary of the program 
for training in personnel management, New York University, 
Washington Square, New York, is handling registration. 


Wrong Price Given 

On page 55 of our March issue an incorrect price was 
given for the retractable ball point pen made by the Eber- 
hard Faber Pencil Co., 37 Greenpoint Ave., Brooklyn, N. Y. 
The pen retails for $12.50, not $6.95 as appeared. 


Philadelphia's Business Show 

The Office Equipment Association of Philadelphia pre- 
sented the first post-war business show of Philadelphia at 
the Bellevue-Stratford Hotel from April 22nd through 25th. 
The latest methods, systems, and developments in the office 
equipment industry were exhibited. 

Among the associations exhibiting were the File Executives 
Association, the Junior Chamber of Commerce, the National 
Association of Cost Accountants, the National Office Manage- 
ment Association, and the Office Equipment Association. 
Manufacturers and distributors who exhibited included: 
Acme Visible Records, Inc.; Autocopy, Inc.; A. R. Baker Co.; 
Burroughs Adding Machine Co.; Baum Folding Machines; 
Commercial Controls Corp.; Ralph C. Coxhead Corp.; Comp- 
tometer Co.; Davidson Sales & Service Agency; A. B. Dick 
Co; Dictaphone Corp.; Dicta-Records, Inc.; Diebold, Inc.; 
Ditto, Inc.; East Safe & Equipment Co.; Thomas A. Edison, 
Inc; Elliott Addressing Machine Co.; Federal Business Prod- 
ucts, Forms, Inc.; Filmagraph Product Sales; Friden Calculat- 
ing Machine Co.; Hoskins Co.; Hush-A-Phone Corp.; Kee 
lox Mfg. Co.; Keystone Index Card Co.; Mail Room Equip- 
ment Bureau; Marchant Calculating Machine Co.; The McBee 
Co,; Monroe Calculating Machine Co., Inc.; Edgar Noll; 
Philadelphia Auditing & Calculating Co.; Pitney-Bowes, 
Inc; A. Pomerantz & Co.; Standard Duplicator & Carbon- 
crafters, Inc.; Underwood Corp.; Victor Adding Machine Co.; 
Visirecord Distributing Co.; and D. L. Ward Co. 
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Four New Sales Districts 


The establishment of four new sales districts, super- 
seding previous divisions, was announced recently by Inter- 
national Business Machines Corp. Headquarters of the divi- 
sions will be at Philadelphia, Dallas, Chicago and Kansas 
City, Mo. . 

Oliver Walker, previously IBM electric accounting ma- 
chine division manager in Philadelphia, has been appointed 


Above: Oliver Walker and Jesse D. Gamel 
Below: Chas. E. Campbell and Lawrence P. Pennell 


manager of the new Philadelphia district, principal cities of 
which are Baltimore, Wilmington, Pittsburgh and Youngs- 
town. 

Jesse D. Gamel, previously a special executive in the 
IBM Pacific Coast division, has been appointed manager of 
the new Dallas district. Fort Worth, Houston, Little Rock, 
New Orleans, Oklahoma City, and Tulsa are in this district. 

Charles E. Campbell, previously IBM electric accounting 
machine division manager in Providence, R. I., has been 
appointed manager of the new Chicago district, which in- 
cludes among other cities Milwaukee, Cedar Rapids, Peoria, 
and Rockford. 

Lawrence P. Pennell, previously assistant to the sales 
manager of the former IBM western division, has been ap- 
pointed manager of the new Kansas City district, principal 
cities of which are Denver, Des Moines, Minneapolis and 
St. Louis. 


Official Seal Announced 

The official seal of the International Lighting Exposi- 
tion to be held November 3rd through 7th at the Stevens 
Hotel, Chicago, has been released. The seal reads “Plan 
Tomorrow’s Lighting Today—Stevens Hotel, Chicago, No- 
vember 3-7, 1947.” 

The Industrial and Commercial Lighting Equipment Sec- 
tion of the National Electrical Manufacturers’ Association is 
sponsoring the exposition. E. H. Huerkamp, chairman of the 
exposition, says it promises to be an even greater success 
than the first held a year ago. 
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OF INTEREST TO THE OFFICE 


Todd Elects 


An executive vice-president and three new vice- 
presidents have been elected by the board of directors of 
The Todd Co., Rochester, N. Y., manufacturers of fraud- 
preventing checks, Protectograph check writers and signers, 
and payroll systems. Walter L. Todd, chairman of the board, 
made the announcement. 

' A. Richard Todd, formerly vice-president in charge of 
manufacturing, is new executive vice-president. The three 
new vice-presidents are Lawrence S. Callaghan, treasurer 


A. R. Todd 


and comptroller; Charles E. Bradford, secretary; and Gilbert 
J. Owen, general sales manager. 

Other officers elected were John Mitchell, chief accountant, 
to assistant treasurer; Charles Watson, accounting super- 
visor, to assistant comptroller; and Raymond E. Bohrer, 
manager of the research department, to assistant secretary. 
Walter L. Todd and George L. Todd have been re-elected 
chairman of the board and president of the company, 
respectively. 

A. R..Todd, son of L. M. Todd, co-founder of the com- 
pany, will continue to direct manufacturing activities. He 
will also fulfill the broader executive duties concerned with 

* the company’s over-all operations. He joined the company 
in 1931. 

The three new vice-presidents are all veterans of nearly 

two decades or more with the company. Mr. Callaghan 

* joined the company in 1929 as a tax accountant and became 
head of the cost department in 1930, office manager in 1935, 
and assistant treasurer in 1936. He was elected a director 

. of the company in 1941 and treasurer in 1946. Mr. Bradford 
has been with the company since 1913 and became assistant 
secretary in 1915 and secretary in 1921, after having served 
previously as assistant to L. M. Todd. In addition to his 
position as company secretary, he has served as director of 
purchases since 1933. Mr. Owen, with the company for 24 
years, served in the order and advertising departments be- 

. fore becoming assistant to the general sales manager, head 
of the export department and director of the customer 
service department in succession. He became general sales 
manager in 1945. 


New Haven Cost Accountants’ Show 

; The Third Annual Business Show sponsored by the 
New Haven Chapter of the National Association of Cost 
Accountants, from April 9th through 11th, proved very 
valuable to all who attended. 

Besides seeing a good collection of office equipment and 
machines, visitors saw five movies on different phases of 
office procedure. The films shown included “Paper Work 
“Simplification,” “A Million Dollars a Day,” “Savings with 
“SUIAP,” “Hello Business,” and “The Bell that’s Heard 
Around the World.” 
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McBee In Toronto 
W. D. Monroe, manager of the McBee Co,, Ltd, Mo 

real, Canada, has announced the opening of a ney wi 
office in Toronto, Ontario. The new office is under the dix. 
tion of Edward Gibson. 
The company is an affiliate of the McBee Co., Athens, hi 
and New York. 
Prior to the present expansion, the Canadian compay 
restricted its activities to the manufacture and sale 4 
binders. The expanded sales department of McBee, [yj 


Edward Gibson Harry Begg 


will introduce to Canada other McBee products widely used 
in the United States, among these the Keysort, Unit i 
and Waxspot. 

Mr. Gibson is well known in his new territory. For ni 
years he represented an American office equipment organi 
tion in Canada. He joined McBee in March, 1945, as a 
representative in the Detroit territory. 

A graduate of the University of Toronto, he served twa 
years in the Royal Canadian Air Force. 


In This Country 


D. R. Zenner, vice-president of the McBee Co., in Athens 
Ohio, has announced that Harry Begg has been appointed 
assistant plant manager of the main plant in Athens. He 
work under the direct supervision of H. B. Noble, pi 
manager. 

Mr. Begg, who has been purchasing agent for several 
years, will continue to act in that capacity. He joined the 
company in 1930, coming to Athens directly from his native 
Scotland. Mr. Begg is president of the Tri-State i 
Agents Association. 


ke ee ee wi or we ; 


TelAutograph Elects Chairman and President 
The board of directors of the TelAutograph Corp, 16 
West 6lst St. New York, have announced the election of 
Dwight G. W. Hollister as chairman of the board. Mr. Hol- 
lister will continue as president and director of Business 
Statistics Organization; Inc., together with his other bus- 
ness activities. 
Robert L. Spotts, formerly executive vice-president of 
TelAutograph, has been elected a director and has been 
elevated to the presidency of the corporation. 


Educational Director Dies 
Miss Ramona Beall, educational director of the Dicta- 
phone Corp., 420 Lexington Ave., New York, died March 23rd 
Miss Beall founded the educational division of the com- 
pany. The Dictaphone Educational Forum, published every 
other month, was started by her. 
She is survived by one sister. 
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Requisitions for special equipment, such as 
visible index files, tub files, or compartmented 
racks, will have to be thoroughly studied in order 
to be sure that the need is real and will continue 
for a reasonable length of time. I add this latter 
stipulation because all too frequently a piece of 


special equipment is provided at great compara- 
tive cost and soon the system on which it is used 
has been changed or modifications in the equip- 


| ment are needed. This means that we have a 


white elephant on our hands to catch dust and get 
in the way or we have to spend more money to 
make our special item usable. Now, I do not want 
to give anyone the impression that I am against 
special equipment. But all requisitions for such 
material should be studied very carefully and 
slowly. 

As with machines, once we have determined 
generally what is needed for the job, we should 
check the requesting department, or the company, 
for obvious surplus, supply the equipment from 
stock, purchase it, or build it. 


Reviewing and selecting the equipment 

When an approved request can be filled by only 
one item, you have no problem other than provid- 
Ing it. However, if the request can be filled by 
any one of a number of competing items, it will 
be necessary to review all the possibilities and to 
select the one which best meets all the job require- 
ments. Therefore, you will want to list all the job 
May, 1947 


OFFICE MANAGEMENT AND EQUIPMENT 


Rate charts on calculating machines in Prudential's Monthly Policy Division 
provide profit factors for rapid computation. 


Administration of Office Equipment 


(From page 52) 


requirements and compare them with the features 
of all competing articles. Naturally, the differ- 
ence in the price quoted by each competitor will 
weigh quite heavily in this comparison. If pos- 
sible, all articles under consideration should be 
examined and tested. From this survey you 
should be able to select the one best suited for 
your particular job. To assist you in this selec- 
tion, you could prepare a check list of factors to 
be considered in selecting the best type of equip- 
ment for a particular job. For instance, in select- 
ing a typewriter, you should consider: 


(1) Ease of operation— 
(a) Electric or manual 
(b) Touch ae | 
(c) Carriage shift (basket shift) 
(d) Tabular stop setting 
(e) Grooved keys 
(f) Glare 
(gz) Visibility 
(h) Noise 
(2) Quality of work— 
(a) Alignment 
(b) Design of characters 
(c) Carbon copies (here the use of electric 
machine, flat platens, and stroke pres- 
sure adjustments are to be considered) 
(d) Running of red and black. 
(3) Original cost and service cost. 
(4) Probable life. (Turn to next page) 
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If you do not have the item you want in stock, 
it must be purchased. I realize that the purchas- 
ing procedure will vary with each organization. 
In our company, we in the Methods Division de- 
termine the specifications and recommend the 
purchase of articles. Authority to approve such 
recommendation is vested in different persons de- 
pending on the amount of the purchase price. 
The approved recommendation is then turned 
over to the Purchasing Division and they pur- 
chase the equipment from whomever they con- 
sider best able to supply it. The Purchasing Divi- 
sion also authorizes payment of the bill. So that 
no items will be overlooked in preparing specifica- 
tions, check lists for each type of equipment 
should be prepared. Again taking the typewriter, 
that list should include: make of machine, model 
number, sample of type, special characters re- 
quired, type of platen, width of carriage, single 
or double case, tabulator mechanism (standard, 


key-set, palm) and accessories required (copy- 
holders). 


Delivery of the equipment 

If the equipment is to be furnished from stock, 
the person or division controlling stock must be 
authorized to deliver it to the proper person. If 
the equipment has been purchased, arrangements 
must be made so that when it is received it will 
be delivered properly. In each case, the person to 
whom the equipment is delivered should sign a 


receipt so that control of the equipment may be 
maintained. 


Prudential system 


In the Prudential we have certain forms which 
we use for authorizing delivery of equipment 
from stock or for authorizing purchase of equip- 
ment. If the article is to be provided from stock 
a two-part form is prepared by us. We retain the 
carbon, and the original is sent to our Office 
Equipment Service Division which maintains 
stock. They deliver the article to the person 
whose name is shown on the form and obtain his 
signature indicating receipt. 


If the equipment is to be purchased, a four-part 
purchase authorization and a two-part delivery 
form are prepared. The original of the purchase 
authorization form is sent to the Purchasing Divi- 
sion and is their authority to issue an order. The 
first carbon is for the Receiving Room and is used 
as a manifest. The second carbon goes to the 
General Accounting Division for verification with 
the order and bill. We retain the third carbon 
in our file as well as the carbon of the two-part 
delivery form. The original delivery form is sent 
to the Office Equipment Service Division men- 
tioned previously. This form tells them that the 
article shown thereon has been ordered and when 
. the Receiving Room notifies them of its receipt 
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they should deliver it to the person whose na» 
is shown on the form. For their protection, 4, 
obtain his signature indicating receipt. 


Training 
In most instances, once the equipment js 
livered, our first responsibility is ended. Wy P 
some types of equipment, however, a ce 4 
amount of instruction or training in its use mall 1 
be needed. This may be arranged for with a reali 
resentative of the company whose product yy ": 
have bought or may be handled by someone j a 
your own organization. ; 
I believe that proper training in the use ‘ 
office machines and other special equipment i= 
one of the most important and most overlook 
aspects of overall administration of office equi 
ment. We do not hire a girl and sit her ata 
writer and hope that she will learn herself, no 
do we ask the section head to teach her how 
use the machine. We hire girls who already hay 
been trained in schools and, in addition, y 
usually give them further training in our 0 
organization. The same may be said for ke 
punch operators. However, we think nothing ¢ 
asking a new gir] to operate an expensive caleulat 
ing machine with no more instruction than ma 


Proper training will give us more competen 
operators, doing more and better work with 
effort. This was brought home to us rather fo 
fully a few months ago. We arranged for seve 
key drive calculating machine operators to 
ceive one and one-half hours of instruction 0 
each of five days. On the first day each was givey | 
a test to determine her present degree of p 
ficiency. On the last day another test was give 
and the average showed an improvement of 70° 
in production, that is, number of problems co 
pleted, and 23% in accuracy, number of problem 
completed correctly. We realize that this was 
small group and that the improvement was sho 
on class work, not on actual office problems 
Nevertheless, we are convinced of the value 0 
training and hope to extend our program. W 
have found that instruction in the use of rotar) 
calculating machines on special office problem: 
has proved of great value. Knowledge of sho 
cuts and how to fully use the features of the ma 
chines may be imparted by a competent instruc 
tor, thus obtaining full and efficient use of th 
clerk and machine combinations. 

Several years ago, we gave a course of instruc 
tion in the use of dictating equipment to all per 
sons who used dictating machines. The main ob} 
ject of the course was to create a spirit of ¢ 
operation between the dictator and the tram 
scriber to the furtherance of the main purpose 
of preparing letters. We attempted to impar! 
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The "CROWN" line of 
daters and numberers 
have earned themselves 
the reputation as the 
best. Constructed of 
nickel plated steel 
frames—aluminum rolls 
and deep moulded 
bands can truly be called 
“BUILDERS. OF GOOD 
WILL" 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
Trade 


WE PRIDE OURSELVES ON MAINTAINING 

THE REPUTATION OF HAVING THE MOST 

“COMPLETE LINE" OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The "STAR" brand of 
daters and numberers. 
An inexpensive but serv- 
iceable group of stamps 
possessing the same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and num 


PASTSWART 
& COMPANY, inc. 


80 DUANE'ST. NEW YORK /7,NLY. 
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special attention was given to those with poor 
faulty delivery. As a result of this course 
number of rewrites which were necessary y 
substantially reduced. 
When you realize the amount of money you 
have invested in machines, it seems foo 
not to endeavor to get full value from their us| ge 
A training program will help you in this effort E: 
The program may be run by a person or group} sa 
of persons in your own organization, you my 
arrange for instruction by the company fron] 7 
whom you purchase the equipment, or you cay 
use a combination of the two systems. 


Inventory control 

One of the most important features of the ad. 
ministration of office equipment is establishing 
the control of the equipment which you own. If 
you do not know what you have, you certainly 
cannot use it efficiently. Proper inventory cop. 
trol would call for the preparation and mainte| 7 
nance of a file of cards, one for each piece of 
equipment. The type of card used would depend 
on the number of articles of equipment you had. 
We, in the Prudential, use a punched card sys 
tem. Many of our individual divisions use a plain 
5x3 card for their own control. 

Inventory control serves many purposes. It 
provides basic information for fire insurance 
premiums. It enables you to tell what equip- 
ment is assigned to each division. This is useful 
in a standardization program and in any search 
for a particular piece of equipment. By sorting 
or tabulating the cards you can determine how 
many of each type of equipment you own, the 
location of or the department to which this equip- 
ment is assigned, its original cost, rate of depre- 
ciation, present condition, date of purchase, spe- 
cial features, etc. Let me just run over some of 
the uses which can be made of this information. 

Quantity Owned—This information is invalu- 
able in setting up and maintaining a standardiza- 
tion program. It gives you an over-all picture 
which should assist you in making future pur- 
chases. 

Location—Knowledge of where your equipment 
is makes it immediately available for any special 
or rush jobs. This information can also be used 
as a help in taking an actual physical inventory. 

Original Cost—This feature shows you the or- 
iginal value of the equipment—your original in- 
vestment. 

Rate of Depreciation—This information will 
enable you to determine the present value of your 
equipment. 

Present Condition—This tells you what equip- 
ment will have to be replaced soon. It also acts 
as a guide to future purchases. It gives you some 
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‘The permanent preventive and cure is the 


G/W “SAFEGUARD” FILING SYSTEM 


Today in thousands of offices, frenzied filing 
is a thing of the past. The “SAFEGUARD” 
System is the answer. Easy to install, easy to 
operate—it requires no special training; any- 
body can file and find accurately with less than 
five minutes explanation. Never again need 
you suffer the expense, embarrassment or just 
plain irritation of mistakes in filing, delays in 
finding important papers. 

For 1-, 2-,3-, and 4-drawer letter 
size files SAFEGUARD Outfits 


Vice 


FIND-I-TIS* 
BOOK 
Find-i-tis, the 
amusing booklet 
packed with facts 
for easier filing. 
Send coupon. 


fps eee ee 
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come ready-packaged, complete with directions 
for installation and use. If you need a larger 
installation, or have special problems, your 
Globe-Wernicke dealer will gladly give you con- 
sultation service without charge or obligation. 


And to get complete satisfaction from your 
filirg system, be sure to see the famous Globe 
Ar: Steel Filing Cabinets. They’re precision- 
built for feather-touch operation even when ¢ 
filled to capacity. These cabinets are increas- 
ingly available. Place your order now. 


The Globe-Wernicke Co. 
‘‘Headquarters for Modern Office Engineering” 
Dept. GOM-57, Norwood, Cincinnati 12, Ohio 


Please send the famous Find-i-tis book showing the easy way 
to accurate filing. 


Name____ 
Address 
City ___Zone__State. 
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“You can't miss the 
green plstips with the 
double yellow bands. 

BE You can tell by the 
EB characteristic smooth 
I leads . . . their clean, 
legible marks, 

“And the rubber Eraser 
Firmly locked -in- 
plastic MEANS 


DIXON 


Liconderoga, 
The famous pencil with 
green and yellow plastips”’ 


Joseph Dixon Crucible Ce., Dept. 87-15, Jersey City 3, N. J. 
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indication of the sturdiness of the particyly 
article. 

Date of Purchase—From this information you 
can determine the age of the particular piece g 
equipment and whether or not it should & 
traded out. 

Special Features—This enables you to tel] just 
what the equipment can do and on what jobs 
can be used. 

In setting up an inventory control file you must 
first decide whether you are going to maintajp 
a record on every piece of equipment individually, 
or some pieces individually and other types of 
equipment as a class or on all types as classes, 
Desks, tables, files, and non-posture chairs do not 
require the same individual attention as most 
machines. Nor do they lend themselves readily 
to the preparation of individual record cards since 
they do not carry distinctive serial numbers as 
most machines do. However, if your organiza. 
tion is large it would be well to have individual 
cards for each such piece of equipment even 
though you do not bother to identify each one by 
affixing a control number. 

Since machines have individual serial numbers, 
it is simple and advisable to prepare individual 
cards on them. Posture chairs, since they are 
adjusted to fit a definite person should be given 
distinct numbers so that their use can be con- 
trolled. 

There are several different possibilities in set- 
ting up the file of cards. They could, for example, 
be arranged by department, type of equipment or 
location. The decision as to which system to use 
depends on exactly what uses are to be made of 
the cards. Of course, duplicate cards could be 
prepared for filing in another way. In our com- 
pany we use a punched card system so we can 
sort our cards into any order desired and list or 
tabulate the information. 

If there is much borrowing of equipment from 
stock for short periods in your organization, a 
system of keeping track of such borrowed equip- 
ment should be maintained. On this record you 
would want all the salient information about the 
equipment borrowed, the department borrowing 
it and the date it is to be returned. A close 
follow-up should be instituted to see that bor- 
rowed equipment is returned on time, because 
departments can form great attachments for 
equipment and it may be difficult to get it back. 


Maintain stock 

In order to have equipment available for im- 
mediate assignment, a certain quantity of stand- 
ard items should be held in stock. The question 
of how many of each of the various items you are 
going to maintain in stock is a difficult one to 
answer. It depends on a great many factors 
which vary with each organization. Your own 
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@ Steel-Age desks are 29 inches high, 


grea. : ee a 14 inches lower than ordinary desks; because 
Bec. // Tr research has shown that 29 inches is the most 


comfortable height for the average worker. And 
Steel-Age’s depth of 32 inches, front-to-back, 
puts the whole desk top within reaching 
distance of any arms, long or short. 


— wl sd OE 


Fou Kawe Compoit... 


@ Thanks from all secretaries for this 
convenience! The back panel of a Steel-Age 
desk is not flush, but recessed a full 6 inches, 
providing ample space for the knees of 
anyone working at this side. 


@ Steel-Age desks are finished in Corry 
grey and have the exclusive Corroleum top 
which casts no glare under natural or 
artificial light. Even long hours of work 
produce less eyestrain. 


a 
@ Steel-Age desks have island-type CORRY-] AMESTOWN 
pontoon bases, instead of conventional legs. MANUFACTURIN G CORP. 


This gives more foot room for anyone 
standing or seated around the desk and also 
lessens the possibility of nicks or dents 
from a cleaning device. 


CORRY « PENNSYLVANIA 
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In business as in other affairs the trend is to- 
ward simple, straightforward and time-tested 
methods. Cesco Visible Records meet the ac- 
counting needs of today and tomorrow for both 
large and small businesses with these enduring 
values: 


1. SIMPLICITY—complete freedom from 
gadgety mechanisms and highly special sup- 
plies. 

2. SPEED—maximum visibility, legibility 
and ease of posting. No “up-hill” nor back- 
handed writing positions to slow up the 
work. 

3. SECURITY—a misplaced or lost record 
leaves a conspicuous gap in the sequence of 
records. 

4. FLEXIBILITY—the same basic system 
fits all business needs. Expands or com- 
presses if, when, and as needed to meet 
changing conditions. 


Whether you are launching a new business or 
are stepping up the efficiency of a going con- 
cern it will pay you to investigate Cesco Visible 
Record Equipment and Business Systems. Write 
for Catalog “G.” 


THE C. E. SHEPPARD CO. 


4409 Twenty-First St. Long Island City 1, N. Y. 
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experience with the demands for any equipmey 
made in your own organization will provide the 
best answer. 

Now, a word of warning about stock. Kee 
your stock equipment in a separate place. Do no 
keep it in operating departments. If you do the 
departments will use it, consider it theirs, ang 
resent your taking it away when you need it for 
some other department. 

Your stock equipment can frequently be use 
to obviate the necessity of renting equipment tp 
tide you over peak periods. This is particularly 
true of machines. We used to spend a large 
amount of money each year to rent machines for 
use over the year-end period. By careful sched. 
uling of our stock machines, we have been able 
to go through the last several year-end periods 
without renting any machines. Preparing the 
schedule requires a fair amount of time, patience, 
and diplomacy, but it pays off in money saved, 


Provide maintenance 


We all realize the value of proper maintenance 
of our equipment. It is the logical thing to do 
to help protect our investment. Maintenance of 
machines may be contracted for from an outside 
concern or you may establish your own mainte. 
nance organization. In either case, periodic in- 
spections and cleanings should be made of all 
machines. 

Furniture and filing equipment do not require 
much maintenance. Periodic cleanings and care 
of drawer suspensions should keep this equipment 
in good condition. 

As part of the maintenance program, periodic 
reviews should be made to determine the present 
condition of the equipment. This review will 
uncover those articles which are worn out or 
obsolete and which should be replaced. In these 
reviews primary attention should be given to that 
equipment which is nearing or has passed the 
end of its probable lifetime. 

Your maintenance staff, stock staff, or a combi- 
nation of the two can provide you with another 
service which will be of assistance to you when 
you are contemplating the purchase of additional 
equipment. From their records they can give 
you a report on the condition of all the machines 
in which you are interested. When you have your 
condition report, you can review it to see how 
many machines must be replaced. However, be- 
fore an order is placed, you should verify that 
there is a continuing need for these machines, 
that they have not become worn out before they 
should have due to some manufacturing fault and 
that the Planning Division is not working on some 
scheme which would completely change the sys- 
-tem in which the.machines in question are used. 
Standardization of machines is a very perplex- 


ing problem. In theory it would seem that if, for 
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No. 1620) 


TAKES MOST OFFICE MACHINES 


A top quality, heavy-duty, sturdy steel stand with 


a dozen uses. Snag-proof, clatter-proof. Built for 


‘lifetime service and comfort for the worker. 44 inch 


Masonite top does not crack, warp nor chip, out- 
ee te Tc eee ae 


hinges. Beautiful baked te walnut finish. 
Patented special coll spring drop leaf catches. Posi- 


ive actied ee ai 


_ Start this beauty acai for 3 you. 
| Free catalog, newspaper mats avail 
ORDER TODAY 


THE NEW MODEL 


Srreamtiner 
UTILITY 
STAND 


@ Hard-tempered Masonite Top 

@ All Steel Tubing 

@ Precision Built; Quality Materials 
@ Ample Leg-room 

@ Easy Portability 


@ Continuous Piano Hinges 
@ Solid 12” Plated Steel Braces 


No. 1418 


¥%" WOOD TOP UTILITY STAND 


Superior quality, scientifically designed 
for greater efficiency. Tube steel legs, free 
rolling casters, patented drop-leaf arms. 
Warpproof wood top; finish, natural or 
walnut. Open, 1414 x 36 x 27 inches high. 
Ship. Wet. 21 Ibs. K. D., F. O. B. Chicago. 
NOTE NEW ADDRESS 


MASO STEEL PRODUCTS _......:".2. 


 . 7 MASO MAKES THE BETTER ONE 


— CHICAGO 
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Purchasing Agents @ Office Buyers 
Nz OUR. ATTENTION 
S \ - 


Socnacyy = SAVE 


SE TOCRAC y7 
MONEY (Your duplicating 


~~ < 
RS 

costs can be minimized by 

direct buying). 


TIME (Your procurement 
headaches can be relieved 
by purchasing from this one 
source of supply). 


LABOR [Your copy-repro- 
duction problems can be 
solved by having your opera- 
_— with quality mate- 
rial). 


RECORD CARBONS 


AND RIBBONS 
™ wr 


@ Typewriter Ribbons 

@ Typewriter Carbons 

@ Secretarial Units 

@ Pencil Carbons 

@ Type and Platen 
Cleaner. 


A COMPLETE LINE 
OF SUPPLIES 


FLUID DUPLICATOR 
DIRECT PROCESS SUPPLIES 
“= 


Alco Ribbons 
“  Carbons 
“ Units 
“Fluids 
“ Original Papers 
“ Run Papers 
Copyinx Hand Cleaner 


© Stencils—Blue, White, 
Yellow. — Heavy or | 


light coated, 
® Stencilrite Sheets 


GELATIN. 
SUPPLIES 
| | a, 


© Stencil Typing Plates 
© Stencil Inks 
© Correction Fluid © Gelatin Rolls 
© Stencilrun Papers © Gelatin Films 
© Writing Plates © Hecto Ribbons 
© Styli © Hecto Carbons 
© Lettering Guides © Copyinx Hand Cleaner 
© Shading Screens ® Original Master Paper 
© Copyscopes © Fastbrite (Coated) 
© Stencil Filing Cabinets copy papers 
© Recordrun papers 


Special Offer to Inquiries 
The many “processes” of duplication and the degree 
to which they may be employed prevent our making 
an offer without solicitation (from you). Let us 
know the process and extent of your duplication 
work and we will submit an offer that cannot be 
|_ eavelled by any other supplier. 


y 


COPY PAPERS Inc. 


700 WEST LAKE ST.... CHICAGO 6, ILL. 


‘Do It Right with Copy brite’ 


Offices in All Principal Cities 


| 
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one particular type of job, you could find one 
machine which was superior to all others, yoy 
should standardize on that machine. Howeyg 
in actual practice there are probably several nik 
chines which will do the job equally well. Bye, 
if there is one best machine, by buying only that 
you may cut yourself off from contacts with 
resentatives of other companies. This woulj 
prove to be a distinct disadvantage since you 
would not be able to keep up as well with compe. 
titive developments. Then, if a competing mg 
chine is brought out which is better than the one 
you have, you may not find out about it and if yoy 
do you will have to change your standards, True, 
changing a standard is no great hardship, but jt 
does seem to take too long. 


Operator-preference bugaboo 


One form of standardization which can be prac. 
ticed by larger companies is to standardize on one 
make of machine for one department and another 
make for another department. In this way, oper. 
ator preference, a bugaboo to all of us, is elimi. 
nated or at least greatly reduced. Furthermore, 
when the job being done by several persons is the 
same, when production records are kept, and par- 
ticularly when an incentive system is in use, it 
is only fair that ail persons on the job have the 
same tools. 

Certain production standards or yardsticks are 
very helpful in the administration of office equip- 
ment. If you can determine the number of cyl- 
inders a day which should be dictated on a dictat- 
ing machine to have it efficiently used, or the 
number of four or five digit figures an hour which 
can be handled on an adding machine, you have 
provided yourself with information which will 
be invaluable in determining whether or not an 
additional machine should be assigned. 

With desks, your standardization program and 
the establishment of standards will be the same. 
You can and should standardize on certain size 
desks for certain levels or jobs. However, except 
for fulltime messengers, file clerks, etc., everyone 
in an office needs a desk. Therefore, the only 
standards you could set would be those of level 
or job which would duplicate your standardiza- 
tion program. By standardizing on certain size 
desks for various levels or jobs, you eliminate 
clerical complaints of discrimination. You will 
also find that your layout problems will be eased 
and that the appearance of your clerical areas 
will be greatly improved. I remember one small 
office I saw where they had about a dozen dif- 
ferent clerical desks and several different type 
writer desks and tables. In one section of seven 
tlerks and two supervisors, there were five differ- 
ent size desks. The layout reflected this hodge- 
podge of equipment. No two lateral aisles were 
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New Capillary-Action Handi-Pen Desk Sets 
by Sengbusch 


... with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
the style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
illage that appeals to every one. 
Thee who oe used the new Handi- 
pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
instantaneous writing with fresh ink— 


and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 
Save time, ink, and slow-ups on desk 


work—give your workers the writing Sengbusch Self-Closing Inkstand Co. 


satisfaction they have always wanted. 157 Sengbusch Bldg. Milwaukee 3, Wisconsin 


Order now from your stationer. 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 4 
This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


os 


Sengbusch Handi-pen desk sets are sup- . 
plied in pleasing two-color combinations. 
Sets retail from $3.25 up. 


SOMETHING NEW AND IN GREAT DEMAND 


A 6 inch Plastic Pocket Rule, described as the greatest aid to the 
accounting profession since the invention of the adding machine. 


LOOKS LIKE A JEWEL in a beautiful gold 
colored gift box. A dignified and useful, 
inexpensive gift. 


GOLD-N-RULE was designed by a C.P.A. 
expressly for the use of accountants and 
auditors. Used by all professional people 


and students. 


edges for ruling with ink. 


At Leading Stationers $1.50 Each or Order Post Paid. 
Quantity Discount on Application. 


ACCOUNTANTS RULER CO. 


988 Market Street, Rooms 309 to 311 


a 


Rules and double rules one or more columns of figures with 
one placing of the ruler. Eve 
spaced and done in one-third the time. 


Brackets any group of figures, easily and neatly. Makes perfect circles. 
Makes perfect squares. Measures in divisions of an inch. 


The GOLD-N-RULE is as flexible as celluloid, clear as crystal and non- 
inflammable; has rounded corners for pocket protection and beveled 


line parallel and properly 


San Francisco 2, Calif. 
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1120 PINE STREET 


— 


(F.0.B. St. Louis) 


—Insurance Data 


— WAR SURPLUS — 


K ARDEX Book 
Type VISIBLE 


(Mfgd. by Remington-Rand) 


Remington-Rand KARDEX Book Units, #19089 Spl. fitteg 
with 50 stardard 10x8 Kardex pockets, book cover of 
semi-flexible fibre, covered in heavy neutral tone OJ, 
’ canvas, all edges heavily machine stitched. Packaged 
one per box, including 100 8x10 ruled 
forms and 50 Permanent Title Inserts, both 
blank on one side which may be printed 
and ruled to meet your special needs, 


— Ideal For — 


—Sales Presentations —Production Record 
—Stock Records —Ledger Cards 
—Payroll Forms —Prospect Forms 


— "The Book of 1,000 Uses" 


FEDERAL OFFICE EQUIPMENT CO. 


ST. LOUIS, MISSOURI | 


a 


—Service Information 


PEACER RUBBER PRODUCTS COMPA 
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SNAPPY-PACS 


A FAST 10¢ SELLER WITH A 
SELF DISPENSING PACKAGE 


Developed by Spencer for the Sta- 
tionery trade only, Snappy-Pacs are 
individual % oz. cellophane wrapped 
bags of assorted rubber bands that 
will “Walk out” of the attractive 
dispenser package that comes with 


them. Ready for immediate delivery, . 


so send in your order now for a 
REAL 10c SELLER. 


MOSM CHESTER. “fom mw 
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the same width or length and the vertical aisles danger of buying something which will soon be 
were very ragged. Such conditions are not con- obsolete because of pending developments. Of 
ducive to good work and certainly present a very course, if this “wait and see” attitude were car- 
poor appearance. ried to extremes, you might never buy anything, 
C Since a desk and chair form a working unit, because it seems that something new is always 
chairs should be treated in the same way as desks. in the offing. Your own good judgment, a knowl- 
. edge of how soon operating models of the new 
Regarding files equipment will be placed on the market, and the 
Aside from the make of your files, about the effect of the new equipment on your procedures 

only way you can standardize on them is in height. will govern your purchase policy. 
fitted Sealy, you should standardize on the size of By keeping abreast of new developments and 


the contents of files. There is a great deal of 
OD. waste of filing equipment through improper use. 
caged You have all seen letter or cap file drawers with 
tuled || the material laid on the bottom of the drawer 
: both with the consequent waste of half or more of the 
inted | sling space. Such instances should be corrected 
whenever possible. 

With both furniture and filing equipment every 
effort should be made to standardize on the color 
or finish. This will become more important with 
the introduction of the new gray finishes. It will 
not be necessary to scrap all your green or wood, 
but do try to keep the different finishes separate. 


examining as many as possible, you will become 
an expert and a constant source of information. 
This is one of the nice things about administering 
office equipment. Everyone likes to be an expert 
and likes to be able to answer any and all ques- 
tions on his particular subject. Do not miss this 
opportunity, because if one of your superiors has 
seen a release on something new and asks you 
about it, you want to be in a position to give him 
him complete information about it and its pos- 
sible applications in your organization. This will 
let him know that you are on the job and know 


your job. 
Keep abreast of developments How are you going to keep up with all the new 
There is one thing that has been implied in all developments? There are lots of opportunities. 
URI the foregoing, but not mentioned specifically. The office equipment representatives, while some- 
That is—keep abreast of developments. If you times they do pick the wrong time to call, are a 
=="! do not, you are not doing your job. You run the constant source of up-to-date information. They 


Copy-RIGHT Copy HOLDER IS THE ONLY DIFFERENCE 


ence 


Perse 


Ne —_ hh 


_ NOW, You too can 
- say goodbye to 
TEDIOUS, NERVE- 
= WRACKING, TIME- 
' CONSUMING typing 
methods. 


| Use of Copy-RIGHT 
- Copy Holder permits 
4 Typists to RELAX... 
* compels correct pos- 
| ture, points out ex- 
act reading line, one 
line at a time. 
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SAVES: EYES ...EFFORT...ERRORS 
And Up To 50% In Typing Time According To Leading Users 


You'll be amazed at the remarkable increase in Employee morale with Copy-RIGHT. Neater 
work and more words-per-minute too, offsets small cost in a few weeks. Let Copy-RIGHT 
co-operate with your Stenographer-Typists . . . for more and better work, in less time. 


We don't ask you to BELIEVE until you SEE the results in your own office . . . so get a 
Copy-RIGHT on trial today —no obligation, no risk. Pal laladalletad lala ella teeta atta 
Consult your Dealer or mail Coupon now. : Copy-RIGHT Mfg. Corp. Dept. A-2 

] 

‘ 


er ee 
aha tee eS 


ve 


53 Park Place, New York 7, N. Y. 
CD Send us a Copy-RIGHT on trial. 


ot pepers —. If Your Dealer Can't Supply You ( Send Catalog and more complete details. 
Ge geet. 25": | | MAIL THIS COUPON TODAY (2 Signed 


30”, 36”, wide. 
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GREAT FILING LIN 
BARKLEY Haste 


oe 
SR ANGE 


Patent No. 
2248355 and D 128118 


Barkley Tabs are always “out 
in front" doing their job well. 
Their crystal clear colors, 


Magnified Visibility give busi- 
ness a "new slant on filing" 
...one that contributes 
towards faster filing and find- 
ing. Since it always takes 
coordination to achieve filing 
efficiency, the Barkley Tab 
accompanied by DURABIL- 
ITY FILING SUPPLIES helps 
to get a full measure of work 
done easily and smoothly in 
the filing department. 


FILE FOLDERS 


VERTICAL 
FILE GUIDES 


Established 1921 


-C.L BARKLEY & C0. 


Manufacturers of Filing Supplies : 
1220 W. Van Buren St. Chicago 7, Ill. 


smooth contour surfaces and . 
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can tell you what their company has, what the 
are working on and the particular features whig 
they feel make their product superior. 


Still another source of information are 4 
many publications devoted to office equipment 
its uses. These, like representatives, give yoy 
good picture of what is going on. Unlike the rep 
resentatives, however, they can be picked UD o 
put away at will. Many of the office equipme, 
manufacturers put out magazines which, in ad} 
tion to providing definite information, 
thought-provoking. 


Another way of keeping abreast of develop 
ments is to attend meetings of groups such as th: 
National Office Management Association chap 
ters. The community of interests which we gj 
share leads to discussions and solutions of cop. 
mon problems. They, too, provoke thought ani 
stimulate thinking. Therefore, let me leave yq 
with this one admonition—no matter what you d 
or do not do about the routine aspects of the ad. 
ministration of office equipment, be aware of what 
is going on in the office equipment line, keep 
awake, stay abreast of new developments. 


Selection and Training 
A good testing program can save time and money in 

labor turnover, said Dr. Daniel Brower, director of Psycho- 
logical Services of Personnel Laboratory, at the April meet- 
ing of the Filing Association of New York, held in the Hote 
New Yorker. 
In his talk, The Scientific Selection and Training of Man- 
power, he said a good testing program will enable the 
employment office to select the most suitable candidate for 
the specific job to be filled. The tests should be well rounded 
to include tests for personality and temperament, manual 
dexterity, educational background, and emotional adjust- 
ment. 
A reception to the retiring and new officers of the associa- 
tion will be held at the June 9th meeting to be held in the 
George Washington Hotel, New York. 


TSA New Products Show 
The New Products Committee, recently formed by 
the Transcription Supervisors Association of New York, 
sponsored a valuable showing of new equipment and supplies 
of interest to supervisors at the April 14th meeting, held in 
the Hotel Sheraton, New York. 
The products were displayed by the manufacturers’ sales- 
men before and after the dinner meeting. Among the twelve 
manufacturers represented at the meeting and the products 
they displayed were: Aetna Products, Del-E-tape ribbons 
and eradicator; the Blue Robin Corp., Speederaser, formerly 
known as Erado; Copy-Right Mfg. Corp., copyholder; Dicta- 
phone Corp., A.D.T. telephone recorder, new electronic A. E 
model, and the Cameo transcriber; Thos. A. Edison, Inc, 
Mercury Model, Miracle transcriber and Master Shaver; 
Gray Mfg. Co., Audograph; Jonathan Conrow, Inc., Sound- 
scriber; Kee-Lox Mfg. Co., carbon paper dispensing and 
collating device, and the eraser guard; Walter Lowston, 
dry rubber tool for typewriters; the Mailers Service & Equip- 
ment Co., margin justifier, and W. E. Thomas, 
collator. 
A movie on the Dvorak Simplified Keyboard was show® 
after dinner. 
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]-Balanced Tilting 


Assured by an Action Control 
with a low fulcrum that provides 
smoother, more comfortable tilt- 
ing — prevents danger of up- 
setting... 


2-Instant Response 
—to every movement of your 
body assures full freedom, pre- 
vents fatigue... 


3-“At Ease” 
Comfort 

that results from the scientific 

design of SENG Chair Action 

Control 


4-Trouble-Free 
Service 


* —requiring a minimum of re- 
pair .cost’. . . 


HIDDEN VALUES like these are 
of equal importance as ex- 
ternals in the office chairs you 
buy... And you can make 
sure of getting them when 
you look for and find chairs 
equipped with SENG Action 
s. 


SENG Style “V" Low Fulerum Chair Con- 
trol. Designed for plain or upholstered 
heavy swivel chairs. Allows natural, 
comfortable shifting of body weight. 


1450 N. DAYTON STREET 
— CHICAGO 22, ILLINOIS” 


; Your — 
STATIONER’S or 


@ Nobody has to put up with typing 
racket, typing shock or, worst of all, jangled 
nerves. A KIL-KLATTER Pad makes any type- 
writer really quiet. For KIL-KLATTER is 
resilient all-hair . . . an everlasting sound and shock 
absorber. Made of famous OZITE All-Hair 
Felt with treated top to keep 
machine legs from digging in, 
and slip-proof bottom to prevent 
the machine from skidding. 
Fits all typewriters and many 
other business machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago $4, Ill, 


KILKIATIER 


THE SCIENTIFIC TYPEWRITER PAD | 


OFFICE SUPPLY 


ALER 
in U.S.A. 
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SAVE MONEY BY SAVING TIME— SAVE 
TIME BY ELIMINATING WASTE MOTION 


cet WATTS GOV'T APPROVED 


WITHHOLDING STATEMENTS — 


nt 
————$= > 


oo 


EASY TO USE SNAP-APART STYLE 


With a Watts Snap-Apart Style W-2 Form you save 20 
to 40%, of your typists’ time. Eliminate the tedious, time- 
consuming task of collating 4 or more Forms with 3 or 
more carbons. Eliminate repetitious typing of the em- 

loyer's name, address and S.S. number on each set of 
om. Use Watts Snap-Apart Style W-2 Withholding 
Statements which come already imprinted with employer's 
name, address and S.S. number and are interleaved with 
carbons. Just one typing operation, then snap out all the 
carbon copies and you have: 2 copies for employee, | 
copy for Government, | copy for your files (and fifth copy 
is available for State & City returns if required). 


EXCLUSIVE WATTS FEATURES 
e Employee's two copies are held together by special stub 
e Important information and instructions are printed in red 


e Watts opaque specially designed window envelopes — 
marked "Strictly Confidential" and printed corner card 
are also available at low cost 


A FREE SAMPLE 


—NO INCREASE IN PRICES 
Regular 4-Part Sets 


Cost Per M 

WILL CONVINCE YOU! | 100 sets 59.10 1000 sets @ $23.00 
SEND FOR YOURS | ioolsriaio sooo set © 17:50 
TODAY! 


800 sets 20.80 10000 sets @ 16.00 

Larger quantities — lower prices 
STATIONERS: WRITE TODAY FOR TRADE 
ISCOUNT, SAMPLES AND DIRECT-MAIL . 


D1 
LITERATURE FOR CIRCULARIZING YOUR 
CUSTOMERS. 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216-8 William Street, New York 7, N. Y. 


SINCE 1897 


The Plant Office 


(From page 48) 
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match the darker reddish brown brick. The abseng F 
stone sills (substituted in metal) adds to the simplicity 
of the building design. 

. Bumping Construction: Fireproof construction we 
planned throughout, with fireproofed steel frame, rein. 
forced concrete floors, exterior brick walls backed by 
hollow tile, and steel windows. - Flintkote damp-proofin, 
of basement foundation walls, Flintkote static Protectiy: 
coating of all exterior steel columns, Flintkote spandy: 
waterproofing cloth and roofing and roof insulatio, 
Flintkote ceiling Decoblend insulation tile were all ys 
to the Flintkote Co.’s specifications. 

. Bumping Layout: The L-shape of the building tod, 
will be topped with a wing when future expansion i 
necessary. The central section of the building is designed 
to house the private offices, stairways, and services, This 
planning dictated a 40-foot width; central corridor gery. 
ing offices and services leading to today’s wing. Tk 
wings of the building are for general office occupancy 
so a width of 54 feet was required. From the function 
requirements of the office layout, the building layoy 
evolved. 

. Orrice Layout: After a detailed study of the Flintkoie 
Co.’s East Rutherford, N. J., offices and New York offics 
that were to move to New Jersey, the requirements ¢ 
personnel, equipment, and flow of work were satisfied 
in the layouts. Private offices were located in the central 
section of the building so that visitors and office traf 
would not disturb the open department office worker 
Also, stairways, coat rooms, rest rooms, toilets, provision 
for chilled water, telephone booths, and reception room 
are all off the central section corridors. 

. BaseMENT: The basement area covers the entire centr 
section of the building and is served by the two stairs. 
Here are boiler room, fan and air-conditioning room, 
telephone and electric room, and storage. Column spa- 
ing is such that a recreation hall could be added at: 
future date. 

. First Fioor: The first floor was planned for executive, 
purchasing department, tabulating machine rooms, and 
departments receiving the most traffic. 

. SEconp Fioor: The second floor was planned for quiet 

departments and certain service departments. 

Expansion: The future expansion of order, credit, traffic, 

and such departments would warrant their some day 

being housed in the new wing and their present space 
when vacated used for private offices. The expansion of 
desks and files in the open area wings for general office 

departments were planned for approximately 50%. 

Fiexipiiry: The provision for flexibility in private 

office sizes is shown in sketch. 

SroracE: Storage of active records is provided throug 

vaults serving each wing, and basement storage take 

care of transfer records, bulk stationery, and dea 
storage. 

Licutinc: Fluorescent lighting is used throughout te 

building at varying intensities of from 25 to 40 fo 

candles. Glass enclosed pendant type fixtures are used, 
varying from one to four tubes. 

VenTILATION: Supply and return of filtered and tem 

pered air was designed with provision fer addition of 

future air cooling and humidifying. Ducts supply 
air to private offices, located at the corridor ceiling 
the area above the hung ceiling of the corridor 
as return duct. 

. Heatinc: The building is heated by two-pipe vacuu™ 

(Turn to page 84) 
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“With my strong, smooth: 
writing lead | get 
around and, through. a. 
column of figures ina 
way that delights | 
the busiest bookkeeper. | 
And,when necessary, | 
my locked-in plastic 
rubber eraser so easily, 
quickly clears away 
anu Figures, 

SX Says MrT, IN 
bet my plastic hat 
you I he 

DIXON 

Ticonderoga, 
The famous pencil with 


green and yellow plastips” 
a? TWEN Ty 


tire central 
two stairs. 
ning room, 
lumn spac- 
added at a 


executives. 
rooms, and 


The famous paten- 
ted “Carbon Grip- 
per” in every box 
of Codo Super- 
Treated, Super Kote 
and Keen Rite. 


¥ 4 
supply te 0 § 8 } 50 
— so Maas 40 


South Franklin 


Factory: Coraopolis, Pa. 


Joseph Dixon Crucible Co., Dept. 87-35, Jersey City 3, N. J. 
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The New BOSTON 


Kauger 


the Pencil Sharpener for 
Today’s and Tomorrow’s needs 


7he RANGER 


A modern, double-bearing pencil 
sharpener—creating a totally new 
standard of sharpening service. Some 
of its outstanding features are: solid 
steel cutters with 15 cutting edges 
¢ point adjuster giving choice of 
points, semi-blunt, standard and fine 
¢ guide for sharpening pencils of va- 
rious thicknesses ¢ automatic stop, 
preventing waste e double-bearing 
operation for extra-long life ¢ mod- 
ern styling—the projections usually 
appearing in pencil sharpeners are 
eliminated. 

The ranger combines rugged con- 
struction with beautiful appearance 
and modern design. 


BOSTON 


PENCIL SHARPENER 


C. HOWARD HUNT 


Camden, N. J. 
SPEEDBALL PENS 


PEN CO. 


HUNT PENS 
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steam heat, the radiators located at windows to ou 
flexibility in partition changes. 
16. INsuLATION: Ceilings in private offices and quiet 


0 8 a 
jetail 


offices are of Flintkote Decoblend insulation tile agducts 


the ceilings in tabulating, stenographic, Mimeogn: 
order and billing departments and telephone Tooms af 
of Flintkote insulation tile. 

The hung tile ceilings make for flexibility in yy. 
for floor outlets for the floor above, such as for electri 
and telephone wiring for the second floor. Sections g 
tile can be removed and replaced when required, 

17. Watts anp Doors: All walls are of plaster block 
smooth plaster finish. Flush and glazed natural word 
grained doors are used. All doors in walls paralld , 
window walls are located on window centers s i, 
future partition changes on window mullions do p, 
require door location changes. 

18. Fioors: All floors are of Tile-Tex mastic floor cover; 
of %-inch thickness, in brown marbleized color, |aii 
square. Borders and decorative designs were elimina 
and permit flexibility in partition changes without py. 
quiring floor covering ehanges. 

19. Winpows: Windows are of steel and the mullix 
throughout are on 3-foot 6-inch centers to permit fie. 
ibility in office sizes. The window section is divided 2 
four parts in height and is designed so that lower pane] 
when opened, serves as window ventilator, next panel 
stationary at line of vision, next panel opens out, ani 
top panel is stationary. 

20. MIscELLANEOusS: A built-up wood base is used to conced 
telephone and electric wires for desks located at wi 
walls, while desks in center of office spaces aa 
with telephone and electric outlets through conduits 
The conduits serving second floor are concealed in fir 
floor hung ceiling and the conduits serving first floor ar 
on basement ceiling. 

The location of the building being approximately 
feet back from the curbing line permits ar 
and the several shade trees at the street curb makes fu 
a pleasant exterior. 


- 


Original services unaffected 


The original building services are not affected 
in the construction of the new wing, in that stair 
ways and toilet, slop sink, electric and telephons 
closets are included in the new wing layout. 

Detailed dimensions of the new wing’s width 
are shown with the first floor plans. The 31-4 
general office clear span of space without column 
makes for more efficient, economical, and flexibl 
utilization of the space. 

It is of interest to note that Expansion (Item 
10 in the foregoing original description) has de 
veloped as originally planned by moving the order 
credit, and traffic departments from head hous 
space to the first floor wing, and the sales depart 
ment, which was adjacent, has taken a from 
portion of the building. The second floor houses 
the manufacturing department at the front and 
the newly-included engineering department at th 
rear. The space vacated by the manufacturing 
department on the first floor makes expande 
space for the purchasing department. 

Lighting (Item 13 in the original description) 
is being changed from the 4’ pendant type fixture 
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9 § and 12 semi-recessed type, as shown on the 
WS 10 eed tail drawings. 
Quiet gene Ventilation ( Item 14)—The supply and return 
tion tile apducts in the original building will now be used 
Mimeograif with the installation of a complete air condition- 
“© ToOms af ing plant. : 
ty in ws,4 Heating (Item 15)—A new boiler is being 
for electing added at the pre-planned location to satisfy the 
Sections @ expanded requirements. 
a Under-floor ducts for electric and telephone 
add wires are being installed in the new wing. 
; paral! 4 The original proposed fence and walks are in- 
ters so til cluded in this new project, added to satisfy the 
ions do ny expanded requirements. 
DOr covering e 
col, ld Secretarial Pool 
© eliminated 
without nf (From page 40) 
1 mulling 11 o’clock and 3 o’clock. Pool members immedi- 
vermit fle, ately leave their desks, and usually go to the rest 
divided insl room for complete relaxation. Only the depart- 
male ment head remains on duty. Strict observation 
s ek td of rest periods has proved genuinely valuable in 
preventing fatigue. 
| to const Equally important in permitting the pool to 
at wind’ work steadily through the day without incurring 
. = strain is the department’s electric typewriter 
, oy o equipment. Shortly after the pool was formed, the 
st floor at Sitls complained of backache. Believing that pos- 
ture was the trouble, the management obtained 
imately 4§ special chairs, but not until electric typewriters 
andscaping) were installed was the strain eliminated. So enthu- 
makes fr) siastic are pool members about the electric type- 
writers, also used in some of the private offices, 
that they express keen regret if transfer takes 
them to an office where electric typewriters are 
affectey Jacking. 
at stair 
elephon? Storing Photographic Film 
ut. If they have not already done so, offices that have 
's width} the problem of storing microfilm, sheet films, and prints, 
e 31'4 should write the Eastman Kodak Co., Rochester, N. Y., for 
colin a copy of Storage of Microfilms, Sheet Films, and Prints. 
‘ This 16-page booklet put out by the sales service division 
flexible of the company, covers among other topics various types 
of storage, protection required and the handling of film. 
1 (Item A good bibliography on the preservation of film is included. 
" - National Electric On Raceway 
» hone The three most common installations of Lopo-Trim, 
a new low potential raceway, are illustrated and described 
depart} in Booklet No. 543 recently issued by the National Electric 
2 fron Products Corp., Chamber of Commerce Bldg., Pittsburgh, Pa. 
houses The booklet shows how this new hollow steel quarter 
nt and round, approved by telephone companies as a raceway for 
+ at the carrying telephone wires, is installed on top of a baseboard, 
od as a toe-plate where wall and floor meet, or as a finish trim 
cturing either above or below the company’s “Plug-In Strip.” 
pande According to the company, inter-communication and 
wires may also be tucked in the quarter round trim 
iption) before it is positioned rigidly with integral projecting steel 
fixture ~— 
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Paccile 


WE GIVE YOU 
SERVICE 


Plas 
Quality 


A Complete Line Is Available 
xe COLORED PENCILS 
% THICK LEAD 


*& THIN LEAD CRAYON 
AND INDELIBLE 


% COPYING AND 
MANY OTHER TYPES 


SO. 
NaN 


VATIONS EEF, 


N, 


Cedar-King — 


wae ae 


% Try them at our expense. 
Send your name and ad- 


dress for FREE sample. 


NATIONAL PENCIL COMPANY 
NEW YORK, N. Y. 


220 FIFTH AVENUE e 
SHELBYVILLE « TENN. 
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ucing THE AUTOMATIC 


n rod 
Ju tree’ EL-E-DEX 


THE Automatic Index Pad with the POP UP Pencil Holder... 
Finger Tip Control... 
home and office. 


In six decorative colors for the modern 


EFFICIENT 
CONVENIENT 
HANDSOME 
ECONOMICAI 


Write TODAY for further details. 


HYCOE INDUSTRIES, inc. 


Chicago 8, Illinois 


2320 Ogden Avenue 


iA ms Bante sil PENCIL COMPANY 


141 BERKLEY STREET + PHILADELPHIA 44, PA. 
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Production Yardstick 
(From page 44) 


Actual time spent on the job is the next fag 
to be considered. Most firms today keep a yam 
ord of accomplishments in some form, but y 
fortunately it is usually just a total of ite 
processed and shows many fluctuations not gy 
to job performance or work load. On a mon 
basis, these would be differences in the number ¢ 
working days in each month, and while jf gj 
other factors are equal comparison could be mag 
with the same month in the preceding year, pro. 
ductivity cannot be measured against the prege4. 
ing or following month equitably, for instang 
January, 1947 contains 22 working days (five-day 
week) ; February, 19; and March, 21. Besidy 
this obvious variable, absences due to illness ang 
vacations are not reflected in straight volume pr. 
porting and in most cases are then explained jp 
a narrative report which completely clouds th 
issue in an attempt to justify variations in the 
figures. For these reasons the total man days 
worked are used as a divisor of the monthly a. 
tivity index to give a per diem index for the 
position. 


Gauging productivity 


By the above method we arrive at a simple 
formula to gauge productivity : 


Units of key operation X weighting factor X 

man days worked = per diem index. 

In the analysis of the productivity of a unit, 
each of the above may be extended and the sum 
of the per diem indexes found, or they may be 
summarized in this fashion: 


Units of key operation X weighting factor = 
position activity. 

Addition of all pertinent position activity with- 
in the unit = monthly activity index, divided 
by the total man days worked in the unit = 
unit per diem index. 


Usually the best form of presentation is a de- 
partmental activity summary, for it is on that 
level that necessary action must be taken if re- 
quired. This is best accomplished by a listing of 
the units concerned and the extension of the per 
diem indexes for the current month and monthly 
for the preceding year. The current month is 
entered in red and at the extreme right is entered 
the figures for the same month in the preceding 
year. Averages are calculated by units and by 
month so that instant analysis is possible of flue- 
tuations, and seasonal trends are pointed up. This 
summary may also contain information necessary 
* for administrative control but not necessarily in- 
cluded in the key operations or per diem indexes. 
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The total personnel at the end of each month is 
May, 1947 
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Used for. 
‘FILE FOLDERS 
“UTILITY. LABELS: 
ADDRESSING. 
“MAILING LISTS! 
& MANY OTHER 
PURPOSES. 


S - . 

Ses fet 

ROLL LABELS 
ATTRACTIVELY PACKED : : 
IN REROLL DISPENSING he ITE a BUFF 
BOX AND DISPLAY CARTON 0 RA be 6 E 
12 ROLLS OF one Coton TO CARTON tay peal 
a . 

INFORMATION! j 3 

WRITE FOR lean bee 
iMANTLA 


tte JLMAY COMPANY 


TAGS* LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST. - NEW YORK 11,N.Y. 


» 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS: 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


SCRAP BOOKS 


e Fabrekoid Covers in black only 
e Screw Post Metal Binders 


e Six different sizes 


#80.......10x8 ee 15I/, x 12% ! 
O83... & .< lI, x 9% ae 16l/, x 13% 
962....... 131, x I 65 23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 
19-29 Rockwell Place Brooklyn, N. Y. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 


Attention 


OFFICE MANAGERS 


REJUVENATE YOUR OFFICE 
with this 


*“Wipe-On,” Brushless 
Plastic Finish!! 


In a few minutes you can cover a desk 
or chair with this long-lasting, bril- 
liant, protective finish—your entire 
office in a few hours . . . touch dries 
in 10 minutes, hard in 6 hours. This 
transparent, liquid plastic flows out 
evenly to a smooth, hard finish; acts 
as a sealer for all painted or polished 

surfaces, finished metals, ete. . . . 5 


See your stationery dealer or use cou- 
pon for trial offer. 


NO SKILL-NO BRUSH 
NO FUSS-NO MUSS! 


For 


DESKS, CHAIRS 
FILE CABINETS 


= 


Please send us | pint can Reyam Plastic Finish |; 
on your Introductory Trial Offer—$1.50—shipping ! 


TRUCKS, ETC. 
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TYPEWRITERS charges prepaid. ; i 
WINDOW-SILLS ME, Aadee 8 rs 5 ches Scovcinonasavesuest ab~ ioe i 
ease 

mye y M IE Av i.n<s snubs nak stegreascessiel enclose I 
LEATHER . | re : Stete..... with order ! 
WALLS ° ea ae 
AUTOS ‘Reyam PLASHICS crisis Dept. om) 

i 


|__1525 E. 53rd St., Chicago 15, Ill. 
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OH-I-NOOR - KOH-I-NOOR - KOH-I-NOOR .- 
~ 


> 


+ KOH-I-NOOR - KOH-I-NOOR 


KOH-I-NOOR - KOH-I-NOOR 
MOON-T-HOH + HOON'T-HON * HOON'T'HOH * HOON-THOM 


T pencil for 
KOH-I-NOOR PENCIL COMPANY, INC., BLOOMSBURY, NEW JERSEY 


my/ =portable package 


for accountants, architects and other itinerant 
users .. . and for occasional users because the 
last drop is fresh as the first . . . Grippit for 
everybody who wants the finest non-staining, 
non-wrinkling paper cement money can buy. 30¢. 


Western States: R. L. Smith, 504 Mission St., San Francisco 5 
Canada: McFARLANE SON & HODGSON (LTD), Montreal 


HARRIMAN-WELTS, INC., HAVERHILL, MASS. 
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the first of such figures to be listed so that under. 
or over-staff situations may be readily recognizg 
and appropriate action taken. 

The method of measuring clerical produetig, 
described here has been in partial use in seryigg 


(departments) considered general in nature in lB ss 
the offices of the North Atlantic Area of th |B 


American National Red Cross. These Services 


include Accounting, Supply, Research ang Sta. = 


tistics, and Utilities, the latter including office 


administration, the stenographic pool, duplicgt. |} 


ing section, mailroom, filing, and telephone gery. 
ice. The average total employees of these units 
has been 150, servicing a staff which in Decem. 


ber, 1945 totaled 2,100 and which had been re. 
duced to 1,104 as of December, 1946. 

These figures indicate the reduction of persgop. 
nel in the calendar year following VJ day, and 


recognizing the necessity of a_ retrenchment 
program also forced recognition of the fact 
that personnel must not only be used to the 
best advantage, but reductions in clerical staff 
must be accomplished when and where work load 
decreased. To accomplish this in the shortest 
possible time, some thinking had to be compro. 
mised, but it was felt that basically the funda 
mentals of measurement were present and by 
more complete study and development a better 
yardstick could be obtained. The present method 
based on unit measurement has been in use for 
almost a year and a half and has admirably served 
its purpose. It will be converted shortly to indi- 
vidual production levels as work load permits. 


The Activity Reports 


Figure I gives an idea of the Activity Reports 
of the Accounting, Supply, Research and Sta- 
tistics, and Utilities Services. These are the 
work sheets which the selected activity figures 
are entered each month and totaled by units. 
The number of personnel employed in each unit 
is entered in the appropriate space in the box to 
the right of the unit title, as is the total man days 
worked by that personnel as indicated by the 
time sheets. The key figures are weighted (if 
desired) and extended and the totals for each 
unit become the Monthly Activity Index which, 
when divided by the total man days worked, gives 
the per diem index. 

The per diem index for each unit is entered on 
the Activity Summary Sheet for the department, 
as illustrated in Figure II. On this sheet is found 
a record of thirteen months of production re 
duced to comparable figures and so constituted 
that each month’s activity may be analyzed by 
units, by the activity for the whole department, 
weighed against the activity in the same month 
of the preceding year, against the average for the 


(Turn to page 90) 
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FU LTON there's this 
Aaryd. to be said 


for 


DRI-KWIK 


It is one rubber stamp ink that 
dries instantaneously in nor- 
mal weather... dries as fast 
as any hygroscopic ink made. 


LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 
For over a quarter of a century 
Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for 
every office and industrial use. 
Competitive in price and quality, i ELO, 
Daco supplies are regular busi- : : DRI-KWIK Pad, 
ness builders. = 

Write Dept. G for information . : ; it affords flawless 

or quotations. > : : ~~ teamwork! 


FULTON SPECIALTY CO. 


ise for 
served 
=: | 4 WAY ACCURACY 

j~=..,for your pay roll records 

Ss, "==... 

om BOS THE SIGNAL RINGS 
e the xs mys SHOW YOUR CUSTOMERS. 
ou THE CARD SHOWS [exe nag 
units. - 
unit a / re FILE 
paul fm THE CLOCK RECORDS By Ce See 

ays " . " 
| CET Pots Dy. Al 
each WITH A wel en dos a one Ce 


segregated, classified, indexed. This brings 
order out of chaos, saves thousands of hours 
that would otherwise be wasted “chasing” 
information! 


Cook's Stainless Steel File Signals are easy to 
attach to the edges of visible records, file 
cards, ledger sheets. Easy to shift—easy to 


rm CINCINNATI 
Bl TIME RECORDING SYSTEM 


Smchronize the entire time keepin 
d on Ystem in your business. Starting an 
Sonning Signals, Time Recorders, and : 
nent, ime Cards all operate from the same Master System—there is no possibility 

error. Your payroll records are accurate to the minute. 


7 eee ae pogo pet yy ap geal 
| Write Department O-M 

uted 

1 by oT 

lent, T 5 e 

onth HE CINCINNATI TIME RECORDER CO. 


} 33 CEN e : 

bs. ee - ~* cincennat 14,0. THE H. C. COOK CO., ANSONIA, CONN. 
EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED 
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(From page 88) 
unit for the preceding year or against the averag: 
for the entire department. 

“Related Statistical Information” at the ay 
of the Activity Report may include any infor, 
tion not directly used in the productivity caley), 
tions, but which is necessary for administraty 
purposes. Usually personnel turnover 
are included so that an analysis of the total per. 
sonnel at the end of each month may be availabje 
So, too, unallocated or purely supervisory ep. 
ployees are recorded. The Supply Service fom 
illustrated shows additional information » A 
quested on both the Activity Report and the \&' 
tivity Summary such as receipts for salvage 
merchandise, the value of purchase commitments 
made, an analysis of incomplete purchase order 
and of back orders (“due”), the latter by number 
of items and orders with an explanation of th | 
reason for each, so that both the reporting ser. 
ice head and his superior are cognizant of ay 
correctible shortcomings in operations. Experi. 
ence has shown that this type of reporting, in 
addition to productivity data, completes the pir. 
ture, and employees on all levels are cognizant of 
the true aim of the operation rather than the:, . 
small segment alone, and since the results » 
apparent to them each month in the prepa» 
of their report, they strive to improve, with’, 
little in the way of executive orders and dire. 
tions necessary. 

The office using this method of measurement’ 
and administrative reporting compares most fa- 
vorably with four others with similar duties, re 
\\\ Lo v f7. sponsibilities, and tables of organization. Les 

; NE ~/ personnel is used and less supervision and direc- 

THE Redi Kane Be NS / | tion is needed. The office was opened in 1942, and 
OF QUALITY PRO from an absolutely standing start expanded phe 
nomenally to a total of 2,100 employees in Decem- 
ber, 1945, to fill the war trend need and is now 
p going through the necessary contraction to most 
@ scRAP BOOKS efficiently and effectively filling the needs of the 
e PHOTO ALBUMS Say community and the American people in peace. It 
e ACETATE ALBUMS has set a record of which all are proud, and those 
© ACETATE VISIBLE ALBUMS who labored behind the scenes, particularly in 
@ INSURANCE WALLETS clerical positions, are justly proud of the efficient 

@ DESK CALENDARS manner in which their duties were performed 

e@ IND-X-CARD VISIBLE during the turmoil of the uncertain days of war. 


Today, successful business gears itself to 
a fast-moving tempo. The facts and figures 
of every operation must be accurate-avail- 
able at a// times. Bonnar-Vawter special- 
izes in office forms and systems that are 
precision-tailored to fit the needs of every 
business—that make for greater operating 
ethciency and economy. 


BONNAR-VAWTER - 


INCORPORATED 
1715 EAST 30th ST., CLEVELAND 14, OHIO 


‘table in the popular AMA Booklets Published 
Availa deluxe line. The American Management Association, 330 West 
d la ‘42nd St., New York, has announced the publication of a new 
Write for Ke <2 A research report and a number of additions to AMA’s office 
3 descriptive ax management series. . 
Catalogue Ae The Research Report Number 9 is the Manual of Employ- 
' ment Interviewing, 75 pages, members $1.50, non-members 
$2.25. The series booklets include The Characteristics of 
Salary Grades by Edward N. Hay, 25 cents; Training and 
.| Coordination in the Office, 75 cents; Incentives and Work 
Standards in the Office, 75 cents; Streamlining Office Methods 
and Layouts, $1; and Administering the Office Union Con- 
tract, 75 cents. 
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if Redi- Record Products Co. 


251 FIFTH AVENUE NEW YORK 16, N 
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Staple Remover 
User. say— 


“It’s handy, well balanced” 
“Easy to hold” 

“Fits all staples” 
“‘Loosens even thick files” 


“Never tears paper” 


No.150—5” 


And the trade knows that it’s 
BERNARD quality through 
and through—the kind of depend- 
able merchandise they like to sell. 


For complete catalogue 
of BERNARD stationery tools address 


atelier 


WM. SCHOLLHORN COMPANY 
3001 CHAPEL ST., NEW HAVEN 9, CONN. 


Fishing was pretty serious busi- 
ness to the Indians, but today’s 
anglers fish for sport and relax- 
ation, and the contentment it 
brings. Another way of finding 
contentment is by dealing with 
firms you trust. You'll find lots 
of folks fishing at our place be- 
cause they don’t have to rely on 
luck. 


eee SALES, Inc. 


JAMES H. HICKEY, Mgr. 
Distributor for Anderson-Hickey Co. 


Chicago 44, Ill. 


5631 W. Madison St., Dv 


op Store 


Cram offers a comprebensive line of 


MAPS FOR BUSINESS USE 


Including: 
State, County Outline Maps 
State, County, Town Maps 
Trading Area Maps 
Sectional Maps of U. S. 


Small Open or Large Detailed Maps 
Multi-Urit Map Systems 
Washable Surface Maps 
Business Men's Atlas of U. S. 
—and other sales data aids 


Write for new illustrated price list 
Address Dept. OME 5 


THE GEORGE F. CRAM CO.., INC. 
730 E. Washington St., Indianapolis 7, Ind. 


New York City Representative 
George S. Heineman, 230 Fifth Ave. 


MACO “PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips. 
straight or die cut —in various shapes and sizes. 
Stocked in white, with printed blue borders, 
1M labels to roll, individually packed in 
a glassine bag and attractive box. 


No. Size 

error TTT 5s in. x ¥% in. 
hk -sdecebeséuass 5/s in. x 7/e in. 
i> esesceuons ... Main. x Ye in. 
7). seodcocsacetwee Yin. x Tin. 


SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS & LABELS * TICKETS 
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111 W. 19th STREET © WAtkins 9-0357 © NEW YORK 11, N.Y. 
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KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp end impres- 
sive looking correspondence. Expert stenog- 
rophers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ORDER FROM YOUR STATIONER 


reproductions on both automatic or hand 
inked duplicators. Black and 7 colors. 


F 
“ 
me A test will prove ...Heyer Inks improve the 
* work of any stencil duplicator... give finest 


THE HEYER CORPORATION 
911 West Jackson Bivd. Chicago, U. S. A. 
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For Office Standards 


% REPRESENTATIVES of forty organizatigght 


vitally interested in the development of standapgiil . 


for supplies, equipment and procedures used # 
offices throughout the country will meet at 
Waldorf-Astoria in New York City on May 6th@ 
organize a nation-wide office standards projeg 
Cyril Ainsworth, technical director of the Amen 
ican Standards Association, 70 East 45th St., Nep 
York, has announced. 

The project for standards in the office field, 
which is expected to touch more individual com. 
panies than any other ever undertaken by the 
American Standards Association, will concerp 
“everyone in almost every phase of office opera. 
tions or products,” Mr. Ainsworth said. 

The groups invited to participate in the pro. 
gram represent a cross section of those who make, 
sell, and utilize office equipment and supplies, 

The Canadian and Mexican standard bodies 
also have been invited to send representatives 
with the aim of furthering coordination of the 
office standards of the three countries. 

The ASA committee in charge of the office 
standards project will be under the chairmanship 


of Robert E. Shull, Socony Vacuum Oil Company, 
representing the National Office Management 
Association. James J. Murphy, American Tee 
phone & Telegraph Co., representing the Tele. 
phone Group, is vice-chairman. C. E. Hilton, of 
the American Standards Association, is secretary, 


The sponsor for the project is the National 
Office Management Association. 

The following organizations have been asked to 
appoint representatives to the sectional commit- 
tee: Association of American Railroads, American 
Bankers Association, Business Forms Institute, 
U. S. Bureau of the Budget, Controllers Institute 
of America, Life Office Management Association, 
National Association of Purchasing Agents, Na- 
tional Stationers Association, Office Equipment 
Manufacturers Institute, Society for the Advance- 
ment of Management, Telephone Group, United 
Business Education Association, and Wholesale 
Stationers Association. 

Representatives of twenty-six additional organ- 
izations have been asked to serve on subcommit- 
tees dealing with various aspects of the office 
standards program. 


Systems and Procedures to Meet 

Office duplicating and offset printing equipment will 
be the subjects of the panel discussion to be held at the 
June 3rd meeting of the Systems and Procedures Association 
of New York. The association meets in the Advertising Club, 
of New York. 
, The panel will include Floyd A. Akins, American Cyana- 
mid Co., Chairman; John H. Beatty, Metropolitan Life Insur- 
ance Co.; Richard Gray, Continental Can Co., Inc.; and 
Frank Hoffman, Standard Oil Co. of New Jersey. 
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ARTGU BRAND ERASERS & CLEANERS 


Inarr nena, RUBBER ERASERS — 
Goodyear t#ano SOAP ERASERS 


The user of one brand will want the other. Varied sizes and 
styles to choose from—all in UNQUESTIONED QUALITY 


“ARTGUM” for 50 YEARS - “GOODYEAR” Since 1911 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


1 


“ORRCE VALET. 


Office VALET Wardrobe 
Racks and Costumers end 
“wraps” problems, 
clothing “in press”; aired 
on spaced hangers; pro- 
vide ventilated spaces for 
hats, overshoes and um- 
brellas. Save floor space, 
accommodate 3 persons 
per square foot. Fit in 
anywhere. Lifetime weld- 
ed construction. Modern 
lines and colors. 6-place 
non-tipping costumers — 
12 and 24-space 4-foot 
racks. Endorsed by top 
office planners—in in- 
dustry — institutions — 
municipal buildings— 
schools—professional use. 


VOGEL-PETERSON CO. 


The Coat Rack People 
624 So. Michigan Ave., Chicago 5, U. S. A. 


Write for 
ag 


POSTAL © 
SCALES : 


first class mail an 
merchandise up to 4 
Ibs. Easy to use, simply 
place mail matter on 
the platform an 
pointer automat y 
indicates the correct 
weight and amount 
postage required. 
Accurate and 
List $8.50 
SPECIFICATIONS 
3 ” diameter, 
ae fed, ‘and black 
es on white 


postage, bla 
weight. 


, red 
ck for 


No. 1515 


@ Capacity 50 Ibs. by 1 


SCALE CO. 


(525 North Ada Street, Chicago 22,IMlinois .¢ 
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to assure 


of packages 


EUREKA'S complete line of “Caution” labels. 
“GLASS” + “FRAGILE” + “‘LIQUID" + “HANDLE WITH 
CARE" + ‘*PERISHABLE"* + AND OTHERS. Small or large 
sizes, Book-Pak, pads or bulk (1000 per box). 


Lei us send you samples and price lists of 


EUREKA SPECIALTY PRINTING CO, 
Stationery Division 


Scranton, Penna. 


L OUPLISTICKERS 


click in every office 


Duplistickersheetsslide 
into the typewriter like 
==""1 stationery. There’s no 
| Faster! 33 2%” x 1” | handier label for mul- 
j stickers to a sheet for! tiple typing of volume 
| speed. mail, cross-index file 
| Easier! 8%” x11” per! folders and record cards. Typists address 
| forated, anna as many as 4 sheets at one time! 

I sheets; easy to handle. | ORDER FROM YOUR LOCAL SUPPLIER OR DIRECT 


I Colorful! 5 colorsl 
I brighten mailings. 


l Economical! 825 per! {} SX waa 

1 pkg. of 25 sheets. , avagns, conmay ¥ paneriee co. 
Dept. MR. 

Lod only Ad neta Scranton, Penna. 


OFFICE MANAGEMENT AND EQUIPMENT 93 


«f . ( ieee a aa a . ieee A r ‘ig ; She la 
= ee: Soe valle bo a ; : a 
4 | - 9 END ALL WRAPS PROBLEMS a 
| _ D . oe —=—— 
7 ete —kZ Sissy EAS 
by the bi Care Wy) | | 
“opera. | | 1 Vee ai | 
| Og GSS Pa : o ‘ i 
ne pro. tf y ee No, ee 
) make, ie & Oo: 49 hi ee 
lies, y as | 
bodies ee, 7 ellie aes - be 
tatives — — Py 
of the 7 Td a : mA: 
ee — apenas 
A TRC TTT 
4 Go 
- 
; HANSON } | & Med Loving Cae 
ay TTT rs 
No. 1509 (illustrated) A ( ; 
@ Capacity, 5 Ibs. by SS 
. Computes a 
% og oie al, ne a 
Ane ~~ ie our entire line, Available through your jobber. 
<i 2 ae —: ~— 
Vat EUREKA) 
Nip YaNn \ 4 1d) he rh . 
a | ws 
~—. / Y “S . | 
a Jiu, — | 
po 
. | vas 4 += . ‘s 
Platform: 51/2” square. ° 
: will Pocking . One to 2 carton. - 
t the Weight packed 6 Ibs. cance. hendise ‘up to 50 F 
ation See your supply house. tbs. for all postal zone. | 
Club, Dial .—- erall 
form a square. Ov “xs ; 
ca .. 7 107, Weight pocken? B® — 
| io || a vr) 
| ee 
| 2 
| ee a 


IMMEDIATE DELIVERY ....... 
ALUMINUM 


GLE). SHEET HOLDERS 


18 
STOCK SIZES 


Heavy-gauge aluminum top and bottom covers. 
Strong steel spring mechanism. Will hold up to 
VYo-inch of sheets securely. 


Now in Production — Quick Deliveries on — 


Sect'l Post Binders Spring-Back Binders 
Ring Binders Scrap Books 
Zipper Cases Clip and Arch Boards 


Loose-Leaf Accessories 
Write Dept. O-M1 for descriptive literature. 


ELBE FILE & BINDER CO., INC. 
FALL RIVER, MASS. 
NEW YORK OFFICE & SHOWROOM—200 FIFTH AVE. 


TUBULAR STYLE STOOL 


#8211 PERMANENT HEIGHT 


Revolving Seat 


Adjustable Footrest 


Strong Streamlined Legs 


Self Adjusting Glides 


Attractive Olive Green 
Finish 


SMALL STOCK 26” HEIGHT AVAILABLE 
FOR IMMEDIATE DELIVERY 


Engineering Manufacturing Co. 


316 No. Commerce St. Sheboygan, Wisconsin 


e 
WANT-AD OPPORTUNITERY ©: 
Rates are 10c a word. Minimum charge $2.00. Pg, 35,00 
in _ advance. Address replies to all Box Number ad, el 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth 4 
New York 1, N. Y. 


Employment Service—Male 


er 


————_| 
SALARIED POSITIONS—$2,500-$25.000. This personal 


37 years’ recognized standing negotiates for supervisory, technica) 
executive positions of caliber indicated. Procedure individualj 
your requirements. Modest fee protected by refund provision, 
covered and present position protected. Write for details, 


4 Erte 


BIXBY, INC., 292 Dun Bldg., Buffalo 2, New York. — we! 
. agrees 
Lines Wanted sed | 
—_—__ 
EXPORT REPRESENTATIVES with world wide outlets desire to 
resent manufacturers interested in Export. GT-558. ; 


CALCUTTA, INDIA—Well established firm desires representation im 
Calcutta for the Manufacturers and Sole Exporters of Papers — al P. 0. 
varieties. Paperboards. Fountain Pens, Printing Inks, Steel Office 
ture, Pencils and other Stationery Goods. References: Guarantee 
Company of New York. Broadway. New York and Chartered Bank gf 
India, Australia & China. New York. N. Y. Please write with 
details to THE RELIANCE COMMERCIAL AGENCY, 92 5 
Road, Calentta. India. 
AM INTERESTED in ageney for office machines. Write Facon, 8 
Boulevard de Waterloo, Bruxelles, Belgium. 


For Sale or to Buy 


FOR SALE: 75.000 Ault & Wiborg Carbon & Ribbon Company Blag 
one-time Carbons, sF352, size 8% x 11. in packages of 1,000 sheets 
Write to the HERMANN MANUFACTURING COMPANY, Lancaster, 
Ohio. 

FOR SALE—One Remington Rand Electric Fanfold Billing Machine 
Model 80-C. A. P. W. PRODUCTS COMPANY. INC., Albany, New York, 
FOR SALE—Billing machine Burroughs Moon Hopkins, Style 720301, 
in A-l shape. Wite Box GT-539. 

WANTED: Dozen pocket notebooks “Shaws No. S$ 2852” formerly 


made by Wilson Jones, red leather covered quadrille line five squares 
to inch. GT-554. 


FOR SALE: 1—Pitney-Bowes Model JA £350644 Mailing Machine, com. 
pletely overhauled by manufacturer since removed from service. Price 
$185. F.O.B. Lincoln, Nebraska. The Lincoln Telephone and Tele 
—— Company, Box $633, Lincoln, Nebraska. Attention: Supervisor 
of Supplies. 


——— 


Patent Attorney “ase 


PATENT ATTORNEY secures patents, trade marks, copyright; call o 
send me your sketch or model, confidential advice; literature. Z. B | 
POLACHEK. 1234 Broadway. New York, N. Y. 

WE ARE INTERESTED in general agency for office machines for 
Switzerland, Hungerbuhler & Co., 32 Gartenstrasse, Zurich 2, Switzer 
land. Telegram address: Presentant, Zurich. 
EXECUTIVE SECRETARY would like a job where she will be kept ; 
busy and interested. Fifteen years’ experience. College education. " 


Shorthand dictation very fast. Statistical background. Box 11, 
OFFICE MANAGEMENT AND EQUIPMENT, 260 Fifth Ave., New York. 


ive 


Hope Institute 


First model hospital for care 
of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET @ NEW YORK 13, N. Ys 


A see 


OFFICE MANAGEMENT AND EQUIPMENT May, 1947 


° OA erie ae. Se i a ~ 
a ie a is ; 
— : 
er. 
ie 
aia 
| 
kes. 
oi, a (ELBE) 
Sa LINE ; 
pe 7 ; 
ee ee Bi Pee Ss ax 
: i i “_ “\3y - 7 
a “a : oem 
Ss ie : ; ae 
a ‘| MN ss q eS 4 - 
cae \ Tass ee C Ge yale 
en; 1) = he. eey > ees 
Per i ' ae \ Bee ro a Be vin i’ Se a ‘es * = us 
og : : | \ | ee a 2 — 
“ae oe Sam a re, ae Fei 
te ae 1 Sea 1 Be wee 4 ae oe: . ay 
a ics asa 
ea ‘ VL) 4 : Wa\ 
ee \ fran F3 anes ee 
ron , +} “ae 5 ame kk 
7 ce ‘a } i mm \ * ¥ 
oe A <<“ 
ee “ en 
a a > ————=— 
4 = 
| ee — = —$—$— 
= ee 
eo 
iia ’ 
a . 
_— 2 
q @ :S 
q ; Pe ’ 
nd at 
z o§ 0 
= a 
[aa . > MI 
a — — = = 
ee ee 
a ™ ie 
pe hae 
“a a 7 
7 ae ane 
a ae 
ee ‘ad a 
a a E 
an a , 
e Se a 
—_—— 7 
me ea 
. 4 2 
z ert 
se 1 ee a 
S.. : 
. 7-2 
> oan ee 
ee: 3 oe . 
eg 2 £ * 
2 an a on 
Lae yt ae 
Bi ae 
a oa 
eee at ee 
a: 
Ms Se = 
o 3 —— 4 
jn moe. 
- Eee ‘ 
a: eee, 
= oe He 
an eee F 
a ae ° 
a +. 
- ‘ pe ? 
a iF a : 
Eo a : 
ao ee 
ts tc ak 4 
= 5 at 
Le ae : 
Ba tic ay 2 eee: e ee his ee ne 2 
7 - oe = sa : aa a Se ae, so ay : 
“sa ie. . . ae, ee i ve ae . te ay i pea 
ya eee ies 2: be ieee a ee ar, eee: + ee . orc, 
— ae a ae ae + - “a es pins aa a) a iy ae 
a 3s ro | ce: at aa: a ong ee: SS 


IRQ «rs ENTIRELY DIFFERENT! Gearanteed for a Lifetime! 
0. Paul 36,000 IMPRESSIONS 
Firn,24 From Only ONE Filling! 
ONLY $2.00 


———__]t Se beid 
tech re a the pad until needed. 
ical anil] ink wells release ink at the BLIG! 

om aed ae renin brings 
ails, il jun cncagh ink to the sur~ 

foe to give @ clear, sharp 
If iggressien—every time! 

Send tor Your Sample 
mr al 


TEN EYCK INDUSTRIES 
p. 0, Box 426 


The THOMAS LIFETIME INK PAD 


Evanston, Iilinols 


SINCE 1874 A 
Opicinar DHNER HANDY 
— CALCULATOR 


“THE MACHINE TO COUNT ON” 


New Back Transfer Device Speeds Up Calculations 


HERE’S THE ANSWER to 
management’s demand for a low 
priced, fast calculator. Entirely 
portable. Ready to go any place 
—any time. Keep one on every 
desk, where quick calculations 
are necessary. 

Use More Machines to Serve 

More People at Less Cost 


Ask for Bulletin $O-53 


Ivan Sorvall 


210 Fifth Ave. 
New York 10, N. Y. 


[" NO APOLOGIES NECESSARY 
— | when you buy 
an MOORE 
000” shea METLHED MAPTACKS 


1. You're buying the ONLY complete line 


Wow Tew 1. You're supplying maptacks which are rugged and sturdy 
———_* ‘| ing the line sold by map companies 

le 720301, || * weuusiveLy’ 

Tormam Moore Marking Tacks are tops in their field, too. 

ve squares 


ucts Include famous Moore Push-Pins and 
Other Moore prod ae Os 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 


Frompt shipmeat from 
stock. Please specify re- 
quirements whea laquiring. 


CHAIR COMPANY 


Dept. 1 


ADIRONDACK 


1140 Breedway, New York 1, N. Y. 


REDUCED PRICES 
IMPROVED NEW MODELS 
NEW LABEL MOISTENERS 


i * 


Hy ews a lik Fast Moving 


15¢ to 70¢ 
RETAIL 


Mois ener 


GEORGE A. BROWN 


Hydrawlik Company Roselle, New Jersey 


—| Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 
Addressographs, Multigraphs, Mimeographs, Dictating 


machines, Steel Files, Lockers, and Shelving. 
All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Aer Rees Quek: 500 Cards 
Stock — 6" x4" 
Cost Saves Time Complete 


sheets of Cards on edge in 


tion. 


$345 


Use Handifax Cards only. Join together. File 


correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informe- 
Ten years nationa use. 500 Ca 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30. Order now. Send no 


rds one 


REINFORCEMENTS 


No. 2 Brand 


Immediate Delivery 
Write for Prices and Samples 


PYRAMID PAPER CO. 


Sheets of Cards ™ON*Y: Satisfaction Guaranteed. 
f . Witte ter Catatog, 319 East 26th Street | New York 10, N. Y. 
ROSS-GOULD CO. 
nandifax 311 N. Tenth St. (1) ST. LOUIS Phone MU. 3-0490 
7 | ew 1987 OFFICE MANAGEMENT AND EQUIPMENT és 
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CARBON PAPERS — 


ond 


Take the WRITE Path 
for betfer looking lefters 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That’s why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons 
that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 
. . . better work. 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. 


Immediate Deliveries 


WRITE. 


INCORPORATED 


spe Ree 


420 Lexington Ave., 
New York 17, N. Y. 


TYPEWRITER RIBBONS 


| INDEX TO ADVERTISERS 


Acco Products, Ine. ........ 12 
Accountants Ruler Co....... 77 
Ace Fastener Corp.......... 21 
Adirondack Chair Co....... 95 
All-Steel Equip., The........ 5 
Aluminum Cooking Utensil 

_ Re eee ae 23 
American Hair & Felt Co.... 81 
Art Steel Sales Corp........ 10 
Autocopy, Inc.............. 16 
Barkley & Co., C.L........ 80 
Bates Mfg. Co......... 3rd cover 
Blaisdell Pencil Co.......... 86 
Bonnar-Vawter, Inc......... 90 
Browne-Morse Co.......... 8 
Cardinal Sales, Inc.......... 91 
Clarotype Co., The......... 92 
Cincinnati Time Recorder Co. 89 
Codo Mfg. Corp............ 83 
J Se. Serer 89 
Copy Papers, Inc........... 76 
Copy Right Mfg. Corp...... 79 
Corry-Jamestown Mfg. Corp. 73 
Cram Co., Inc., Geo. F...... 91 
C-Thru Ruler Co........... 28 


Daco Card & Index Co., The 89 
Dixon Crucible Co., Jos...72 & 83 


Doran Mfg. Co.......... 6 
Eagle Pencil Co............ 9 
Elbe File & Binder Co... ... 94 
Engineering Mfg.Co........ 94 
Esterbrook Pen Co......... 14 


Eureka Specialty Printing Co. 93 
Faber Pencil Co., Eberhard.. 34 


ES 78 
Feldco Loose Leaf Corp... .. 18 
Fulton Specialty Co....... 89 
General Fireproofing Co... .. 36 


General Pencil Co.......... 22 


Globe-Wernicke Co., The.... 71 
Hanson Scale Co........... 93 
Harriman-Welts Products Co. 8&8 
Heyer Corp., The........... 92 
Hunt Pen Co., C. Howard... -84 
Hycoe Industries........... 86 
Hydrawlik Co., The......... 95 


Internat ional Business 


te ee eer eer 3 
Invincible Metal Furniture 
soda COP ce ees aie 31 


Koh-I-Noor Pencil Co., Ine. 


Majestic Looseleaf Co 
Manifold Supplies Co 
Maso Steel Products 


Mittag & Volger, Inc. . 
Moore Push-Pin Co 


National Pencil Co......... § 
New England Wood Working 
i eee: 2nd cove 


Oakville Mfg. Co........... 4 
Old Town Ribbon & Carbon 


Parker Pen Co., The........ 
Pittsburgh Cut Wire Co 
Pyramid Paper Co 


Red Feather Products, Ltd. . 
Redi-Record Prodvects Co... 
Reyam Plastic Products Co.. 
Rosenthal Co., The......... 
Ross-Gould Company....... 


Schollhorn Co., Wm........ 
Security Steel Equipment 


eo ee 

Seng Company............. 
Sheaffer Pen Co., W. A...... 
Sheppard Co., C. E., The.... 
eee % 
Speed-O-Print Corp.......19 &# 
Spencer Rubber Products Co. 1% 
Staedtler, Inc., J.S......... $8 
Stewart & Co., Inc., R. A.... u) 

N 


Stratford Pen Corp......... 
Sturgis Posture Chair Co.... 


Ten Eyck Industries........ 9% 
Underwood Corp..... - Ath cover jae 
Universal Office Equipment 

Vogel-Peterson Co., Inc..... 98 


Watts Co., Inc., Alfred Allen. 8 
ae ae 


Yawman & Erbe Mfg. Co... 15 


June 


New York office. 


260 Fifth Avenue 


JULY ISSUE 
Closing Date 


Please prepare your copy now and 
send complete instructions to our 


: OFFICE MANAGEMENT & EQUIPMENT 


oth 


New York 1, N. Y. 


May, 1947 
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BATES PIONEERS 
ANOTHER 
SMASH HIT 


PRESSALIST 
$350 


ASSORTABLE WITH LIST FINDERS, 
DIALISTS, AND TELEPHONE INDEX 


Ltd. 
Co... 
ts Co. 
Veber 9) 
ent 
scutes 
g Ink- j 
soon tout SIZE 
he... : HD COLOR 
19 & a 
ts Co. 78 
ee $8 
A... F 
isan 
ation 9% 
4th cover 
pment 
ast 9% 
aaa 98 
len, THE VERY LAST WORD IN INDEXING DEVICES 
‘o... Ub SIMPLE — Just touch the letter you want and PRESSALIST — it springs open 
ee USEFUL — needed in every office and home — a wonderful gift item 
EFFICIENT — cards lift right out for typing or replacement 
through an ingenious loose leaf arrangement 
SPEEDY — Instantaneous — the fastest operating index ever made 
BEAUTIFUL — PRESSALIST is made in a beautiful combination of 
plastic and metal 
PRACTICAL — 1300 spaces for names, phone numbers, 
addresses, recipes, etc. 
T . - sents " ‘ 
Y THE BATES MFG. CO., Orange, New Jersey 4 Please address all orders and 
"| | Mew York Office, 30 Vesey Street, New York 7 me inquiries to our New York Office 
ny, 1947 
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What makes 


Leader! 


loa Colter... 


lt‘s personal skill . . . rhythm in action, 
coordination . . . relaxation. It’s experience... 
know-how, practice, constant improvement 
...attention to details. And it’s determination... 
to win... to be a leader. 


Choose the New Post-War Underwood 


“It’s got rhythm” . . . Rhythm Touch! an im- 
portant Underwood feature, made possible by 
a brand-new typing mechanism. Fast, feather- 
light, delightful . . . your fingers swing natu- 
rally into effortless typ- 
ing rhythm on this per- 
fectly balanced, smooth- 
running post-war Under- 
wood. Now available . . . 
as well as the popular 
Underwood Noiseless 
and treasured Under- 
wood Portable. 


i 


a 
Ss 
i 


lo a Yypewrier... 


It’s manufacturing skill . . . that gives you 
rhythm in action, coordinated key stroke, pet 
fectly balanced for accurate, speedy performaiim 


It’s manufacturing experience . . . seas ned 
know-how gained during more than fifty yeam 
in making more than six million Underwood 
Typewriters . . . and understanding the 
typewriting problems of business in general aay 
and secretaries in particular. : 


It’s manufacturing determination to 
excel . . . to give you the best typewriter that 
engineering science can conceive and 
produce . . . the Underwood. 


Underwood has them all . . . the qualificatiog 
that make today’s Underwood Typewriters 
masterpieces of typewriter engineering ...@ 
treasure to own and a pleasure to use. The thingaiay 
that make today’s Underwood “Typewriter “3 
Leader of the World.” 


Underwood Corporatiofify 


Typewriters . .. Adding Machines . . . Accounting # 
chines .. . Carbon Paper . . . Ribbons and other Suppl 
One Park Avenue New York 16, N49 
Underwood Limited, 135 Victoria St., Toronto 1, Canada 
Sales and Service Everywhere 


Underwood... 


Iyoenriver Leader ot the holt 


Copyright 1947, Underwood Corporation 


as L ne oes es ee r Ba Sy > ae (a sar las be pant bere ) iy ny oe) wae 
alae ° oe 
: ey 
il ee. 
a ee ‘ Pa — 
4 “ee _ 
aa a 5 ’ r i — = 
a . 
ee. — 
a aa wat f o 
a ae oe 
Ji \ eal 
ae <a Pe 
i ae at oe er ‘ — 
Be. : 2.  * 
: = , f | ? - as i 
a ‘ i i 4 a ae a 
se ee , aon , 
ae LAr q ‘ of a] 
oe » | Vv 3. & Be 
ae c } f v { 4S # 
We nm % 
ee ; ' ‘ | | re 
os | Ty ay gi \\ / , ee 
cae ’ i \ j me. Bee 
4 Lp i ee sii ‘ me Sar * sy io! —. 
2 a a RO Se NESE eo Nene * del BOF pole ca a a 2 
7, ao . on . A Le iP vem gue ‘ aed nn % ati ek a 
a ; Vag ew Fh, ie gf Pe ‘ ee 
2 . ; «* sa TE wd z 
4 oe ‘ 
—S 
A E 1 I 
" ; 
a . —— : 
ee ( c= / es 
uo \ a ek Underwood, \. - 
aa mm § SL —$—$—$—— re (— = 
7 ae c : se, ese ae yaa Ma MA Ian Chae cee enn rita aff H 1 
a ER Ceara ess cece cr eee SS See. rs | DRE a | 
a i—i— _j- : es 
oe ° —=_\— = 5 ; 
ag sere ASV a aeg uta ncapeietss: : way , ley e 
. a Recs ee me | 
. ‘Underwood = ae, 
a . ‘i . <a “ i —————— — 
a iia - Seal eee 7 fhe ahh 
ee # (Se) at Soy wa eae 4 Me 
SE : 7 ee So ey tat Sy, ae, ee CS 
ee = ee Se Lape, 1 ye a oF, < 
ae ™ Re tet a See I A a Te 4 * 2 
= ae wie) Vee 1 ee, oe ee i Me 
_ ‘ od E << : = os a fe hb ue big ; re 
ea pee Rr : 
een ; ess 2 } 
a 
, an " . 
Bere " 
a a e 
| : ne q PY : 
cok fie 2 i 
ee a . 
7 "4 ie ; , 
ee 4 a 
ae a 
ae: Ties é - 
4 2g 
3 a has ‘’. ¥ 
is. .< f 
‘ * ee : 4 
ma a am a 5 
oy 7 an aa 
j a@ ee 
a 4 a re 
_ 7a | " | ; 
ae ae a :" 
ie eee ¢ 
a CC 
Ch ae 
oF <a ‘ 
es . 
a. i a a a _ [ae of 
> aa aes Oe a oe. Pe ne a ae -_ - a ae +4 


; ae ro ae ae 
E t aa - Do 4 . fey = ne q are i ee me 
Bs — — * * ae eS i. 2 eck 
es ‘a ua a ae ie ei a Bo ie i : 
: i ‘ ae ee ae ae ay eae : oe to a aie ey ae cae ‘4 2 
ie Bee = | ee ee Sees ie a ey. a: im cial tea : Bon ees ee 
aa Be —. Go ee ae, oat saa a 
——_ ot eee ; Seg See aa joe oe hee oe sa a 
F f aa 4 a! : geek 2) ke met aaey a ae 7 oy er a fe : 
: : a ao Ay : a ee a ae Sy hes ie. ae ‘ an 
p Be: |e ee ge er i eee oe eee Ps Boo a0 eee arr is pe ee z t- = 
+. a i Fae 7 a. i eke ee a fe 
: a La : eo a oo oie rhe oe c : ia Po ! : 
—_— ee ae - Maa ee oo bah : aes a i ; 
a ee oe a a a a 2 ee ra — ie s ‘— : 
Lt <: om i ma Bsa eee Po dat (oem: SS ae ie abe a f & ‘ie 
Tr ie ae ae - i ee. 7. 2 ee : : a 
- a — eg ee Peay a ee ar, A a nd : Se fi . 
dated Bh ial ao ae ae aye ee i ae te x e Et Sas ud Br ie ioe 
_ sie a oe ae ees: = = : 
* ae pes i i. a ae = sag : a i ‘ir ae 
Ha Sie 4 ee 7 aa gs” Os Sy ee E — si ee = ae cs Ee] 
; F a eae a pe ie. j ty oe. 3 : : 
i : eS. ow : . a oe ae : ey ee : ie 
i : i Beat Eo ee. = a = ar ae Boe ol eae 2° ae 
= Cre a a y Ee a ee 
- eh 7 os mee oes eae shes : a a  & oe un es aa ca si an ‘ 
Ro on a a i ; Ree oS ee Wee ee 3 ; i 
ae Bag Se ou eee nc Nes = Po a is er Pipes s cue ie 
es ; a coe ae ee i aa ae a aoe : ; ' 
. eee 4 4 ee" meee | 8 ata Pe : oo é Se eee ees a 
2 Fe ae a aed he = Se 2 ee ae, ae : i hi ag pie: B : 
eee ae. ae = Ss oe me E ee ae ae eee Be 
e ie a ee ee 2 .. = oe ia Se A soe Hi : ee 4 + ae 
3 ce eet! ; vee age ; Dieta ‘eet Seen woe x ge \ 
\ oe Se a i aa Cae ee ee eee (ol, ae ae ee i 
ae a ee eert.- ie. Paes a e aoe ee ee. e Ppa f 
) oe : Jo [a <r ao fa a = ey Ste eee : : a 
\ ; os e a ee ae sell ie eee “a ser he - 2 = nor 
; is e ae i — ct eee are ee. | ae a : vue H i : 
y zg a Pas. Se cag. Se Te as oe ee 2. J 
“ES : Pci pe ae aes ‘ale aa a pe ; ae : 
= i= ie 4 2. 2 -: apes Siege eee - i - r 
= ; -_ a eal = ae ee roe ea oe ec! ee Se te - 
ee Z eee. ee ee eee oS Se oo = a Ne eee : 
|, ; ae ee tee oe ee ee ee i Pea cgay eee ae : ; 
: ie . oe - ee ae ae 4 ee eS es ae 7 ’ 
ae 4 a ee ce a a! a ‘s eee ear See 
— ee ps i, . a ae PS a Pe ie Se [oe ' 
* epee > a. ee Ue ae . ‘Sie ere as = Es ae ; Fae Bee shi 
ge. 8 E a ee a Pl eee a ee eS = ee ie ees eae i . - 
" is re Dg ys en fe lee i = Bs: a : 
erwin : 4 th, ; : - ee i se ae i a Sle a ae ae See i a tas ae : . a 
Je ee ee ee | ee eed Be oe ae ae ee ia i ee ee rot Ae ae aici 29 
oe a oo oe. i Ree e 25265 ee . - ae ; j : pa ae ae 
Bi ca. ey eel St 2 I a ae F Ese 2 : ‘ yey : 
be ee cee eg tae? pee eee ao ely a anaes 2 ee erie + Ft 
_ a. ee ae ao. Uk a s oe ges - 
ss ‘ a. , ae ae i .— —e a ae tage te aoe nae ‘ 
See a oe a eee 2 oe ee a ee : 2 
re a fees : eS Cae ee we i eee ee ane : 
‘= i a it co oe : ae. . aR oo i : Ae ie = a ee ‘ ee E 
7 e a > ae ix oui : eee a poe ee fy: oh Sigs % ¢ ee 5 ae a a 
tee a By: a ee all a : 
. ' : ee Retief ee ais =, : : ae oe. eee a 4 
eS you u 2 — a ae a a ee oo 2 i 
dk a a i? ae Beye i. ae , a 
oe io Perf ea : i i ‘eee: age ees oe yy ae ty aces ips ae 
f é . en a eae a o ee ee apes pg 
Ormanea i eee a eee Nee ie teers eae ee ae i - 
ry a — — ae oe . oe ae a ae : ap ae wean : 
Pasonem = : a as re ee aie eo a 2 ie ee a ss ane 
ty years te a ee eo bi ae, oe a Ba : <a. Wee F 
Y a <a a ee Pee a ee Cie ae ; J 
‘wood ES a — he ee Nia) : Tae ae oe ee 2 : 
; az ol Se ae Lia ay ee Paes, oS Oe ate emer ou eae toe ’ 
oa Se ee ee ae - 2 ee a) : ae oe oaee : 
ene’ q a ee ae os ae - A Ee o S ef : 
: a a 2 a ae ae i oo 2a Doe : 
_ — = a |. 7 ian. 
: ne 2 a ae ia Sag a .. ee Age eee e * 3 i ee * f a ee zi 
; e : = ey . Ao eee (ae Se one CS ‘ “ 
0 i as -. a . 4 - —. a ee ed fe x 
. i a 2 one e pea eae ie “anaes : A i : 
r that a : . = oe. a GA a, Le a re oe sae Crud tig ‘3 ‘ 

4 i a So) 2 ae eae s ee 8 fe a 8  — a ip. 
lifi . : eS =) age ee ie ee .. Pe gee Aga 4. ea i ih. 
Cation j : am eer ben ; OES ae a 4 wee By : f Go me 

ey <2 ee . Bei Ree Cees = Be g z > 
4 , = a tee ae ae : ee cea ‘Toei ak ex 
| 3 ae eee a — ce ee te ce 
—) a ‘f See a fe Se _ ae a 
h ‘ : = | gg = ie : > ee a 2 a eee a: poe Z ee 
. . te ian eo tie ee | ae ae ea x ; 
riter — ea i a 4 5 ’ Py ae a a i 
"7 : it * | a 6 ome a. ; res rs 
rller , i Ba: 2 eS ae Be ir a ee se i ¥ a 
po . —_ — le. ‘ aaa oe - Es Se eg ee ; bod ; ¢ 
re a aaa i |. er}: eee: or a bp ea eaal ve ae ‘ ' i e, he oe 
we a ea ae a _—- pS ee 
: > ae — Aes at a iF rane jee a oe eae a 5 ie 
tion bs _— oe i . ee ae ge gee eat Be eee es oes ee 
inti a cae be: 7 ae - ra eS cn ae ae oes i j <i 
ting ae ie os mm 4 a ae ee = ee Dee kT eee as i i 
2 — a a 2 oe oe et oe ie ee es Ss 
¢ Suppl _ eo i bias ae ot 
; e4 fe 7 a = ae Shwe a, See: oe ate Pee: ae a le OS eee 
ais ag i 23s ae | eens Se ae fe ae a 
, Ss eats aa es. 4 Be oS ae oe ae ee gee 
; 16, N. x : Bees <9 7 er. eet ie aoe - ae es cee a 4, : 
i tae a a ‘- 4 ; : se bee Se . B nee eG | 
; : a =) ao ae ie 2 mt noes ae. oe es : 
i oN mee. |: ae: : : ‘ae oe ne 4 ae 2 xi eee 
Bs pe id ¢ ee an Joab : eae i are. ea i Pegi 
- a ee | ie cee es ast. ee ee jae Ce, ie at 
a es rei eg 23 ee ts ean ee ee : a SE oe at 
;  —— . Le a agit ij eee i Bs : Sp he f : 2 
F -— a sits a Tee gt ae Pri S : ae i. ee % 29 i 
: bt et t ae a eae ras a 5 i a ee oe ee 7 oe : 
: get i ce ae ee a pee ae ae ae a. , = 
; ies \ cod ae af Ae ee Tes Ce a, eed ans a < 
4 a. a ee is ee ee Lee [oe ae 2 is : 
ipa of . aaeaed ome aa eabte it ee ye eo. ‘ ie =| a 
; ae ee a ia 4 ee ee : ee ae a pal a: : 
ee : ‘eee a a : io io ee Jeg et ee aioe” i Bi cal : 
a ' 3 s S ie ee gee ee oe oie Ae aad : a : 
= a . = a 4 =— “4 = 
‘s ae ae ce = ee a ae ct aa i ‘a ; i ali 
yay aaa i. . a= er en : me i = coe Aa as 
fj oe ae ee oe ies og ae et Lees ae Fel: ee ; 
é : ‘ Beas oe ee ae Sea - i a Ea ie a Oa oe ie 
= 5 a u eee ae 4 a a ie) ee Ch eS a ae fF ea : 
ts: eS - a a fe, a cs Co ae ee | 
| ea a ae ee eae os a 
ae ) ee, Aiea és ey ys i <) aq aes “4 ial 
 —_—_— an as oa a es : Pee is ; 
Be. eet ee Pts - c ee eg a 
oe = 2S : = 2 7: i ae tae an a 
ay Bi Ce te Ao a “ee - i a . ; 
a. - iz ae a uae. Poo pees Bi a is . 
cos ae 4 * : ae 2. oe Se i poe = Ge 7 aS i an 
lL. iia ee ae a ee ae ee i poe , 
ae Se i a Er os ate Ss : ee oe i s Ai : ss 
A ae il —— 
2, Ses ae sie Seas) ‘ fe Gs abcess ea ane Q ie 
Bal eee a Te : . ; 


